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LEGAL AND FUNDING BASE

The following cited laws and regulations set forth basic guidelines used to develop detailed
policies and procedures set out in this Volume 111, TANF Policy Manual.

Temporary Assistance for Needy Families (TANF)

The Temporary Assistance for Needy Families (TANF) Program is authorized by Title IV of the
Social Security Act as amended by the Personal Responsibility and Work Opportunity
Reconciliation Act (PRWORA) of 1996 (Public Law 104-193) and found in the Code of Federal
Regulations, Title 45 beginning with Part 200. The TANF Program is administered through the
United States Department of Health and Human Services, Administration for Children and
Families.

The Mississippi Department of Human Services is the agency designated by state law to
administer the TANF Program. The TANF Program is authorized in the Mississippi Code of
1972 Annotated, in Title 43, Chapters 1 and 17. The TANF Program includes the TANF Work
Program (TWP) with specific work-related requirements, exemptions and sanctions. TANF
eligibility requirements and TWP requirements are addressed in State law at 43-17-5.

Under the federal and state laws, TANF benefits are time limited, mandating that families move
quickly into work activities leading to self-sufficiency. The TANF Program is designed to:

provide TANF payments assistance to needy families so that children may be cared for
in their own homes or in the homes of relatives;

end dependence of parents/caretakers on public assistance by promoting job preparation,
work and marriage;

encourage the formation and maintenance of two-parent families; and

prevent Program fraud and abuse.

The specific time limits under which families may receive assistance under the TANF Program
as funded under the federal PRWORA, Title IV-A, and State law at 43-17-5 are as follows:

Temporary assistance to needy families that include an adult is limited to a maximum of
60 months, whether or not consecutive, unless excluded within the 20% exemption
criteria.

The parent or needy caretaker in the assistance unit must be engaged in an approved
work activity (defined by the State) as soon as he/she is determined ready to engage in
work. In no case shall the adult in the TANF Program receive assistance for more than
24 months within the countable 60 months, whether or not consecutive, unless assigned
to and participating satisfactorily in an approved work activity.

The State may exempt no more than 20% of the TANF recipient families from the 60 month
maximum benefit and work requirement limits, except as allowed by law in regard to cases
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consisting only of minor children, hardship, etc. The State’s 20% exemption will include the
elderly caretaker relative whose needs are included in the assistance unit, cases in which the
parent(s) are incapacitated, cases in which the adult is exempt from work because of caring for a
severely incapacitated/ill household member, or cases in which the adult (or child) is suffering
hardship because of sexual, mental or physical abuse or battery.

Administrative and benefit costs of TANF payment assistance and the TANF Work Program
(TWP) are funded by the federal TANF Block Grant and State Maintenance of Effort (MOE)
monies. Formulas for determining the amount of the TANF Block Grant and State MOE
requirements are defined in PRWORA.

NOTE: The Block Grant TANF Program replaced the Aid For Families with Dependent
Children (AFDC) federal/state match Program in Mississippi effective October 1, 1996.

Related Programs

The legal base and funding for other MDHS programs associated with TANF include:

Child Support

Cooperation with child support enforcement requirements as a condition of TANF eligibility is
mandated at both the federal and state level as found in PRWORA and in State statute in Title
43, Chapter 19. The Division of Economic Assistance refers appropriate TANF cases to the
Division of Child Support Enforcement.

Refugee Assistance

Money payments for certain individuals who are not eligible for TANF are authorized and

funded through the Refugee Assistance Act for Refugee Cash Assistance (RCA). These services
are provided with federal grant monies.
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FEDERAL LAWS PROHIBITING DISCRIMINATION

The Mississippi Department of Human Services is an equal opportunity service provider and
employer. No program, applicant or recipient shall be discriminated against in any aspect of
MDHS administration including, but not limited to, the initial and continuing eligibility
determination process, the authorization of benefits, access to hearings, and any other service for
reasons of race, color, national origin, gender, disability, religion or political beliefs. Civil rights
laws and regulations on which compliance is based include Title IV of the Civil Rights Act of
1964, implementing regulation at 45 C.F.R. Part 80; Section 504 of the Rehabilitation Act of
1973, implementing regulation at 45 C.F.R. Part 84; and Title Il of the Americans with
Disabilities Act (ADA), implementing regulation at 28 C.F.R. Part 35. Title IV prohibits
discrimination based on race, color or national origin. Section 504 of Title 1l of the ADA
prohibits discrimination based on disability.

HOW TO FILE A DISCRIMINATION COMPLAINT

Individuals who believe that they have been discriminated against because of age, race, color,
sex, handicap, religion, national origin or political belief may file a written complaint with the
Office of Civil Rights (OCR), or with the State Agency. An explanation of both the OCR and
the State Agency complaint system shall be given to each individual who expresses an interest in
filing a discrimination complaint, and he shall be advised of the right to file a complaint in either
or both systems.

1. Complaints should contain the following information to facilitate investigations:

a. The name, address, and telephone number or other means of contacting the person
alleging discrimination.

b. The location and name of the organization, individual or office accused of
discriminatory practices.

C. The nature of the incident, action, or the aspect of program administration that led
the person to allege discrimination.

d. The reason for the alleged discrimination (race, age, color, sex, disability,
religion, national origin or political belief).

e. The names, title (if appropriate), and addresses of persons who may have

knowledge of the alleged discriminatory acts.
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f. The date or dates on which the alleged discriminatory actions occurred.

g. The provision for the complainant to select whether the complaint will be
investigated by OCR, the State Agency, or both.

2. If the client makes verbal allegations and is unable or reluctant to put the allegations in
writing, the person to whom the allegations are made shall document the complaint in
writing. Every effort shall be made to obtain information specified in Item 1 above.

3. If the person making the complaint chooses to remain anonymous, the person to whom
the complaint is made will document the problem or circumstances as described by the
complainant including as much information as possible as listed in Item 1 above. The
person recording the complaint will sign and date the documentation.

4. When agency staff receives and documents complaints as described in Items 2 and 3
above, that person will immediately alert his immediate supervisor or county director for
further handling.

5. Complaints should be filed as soon as possible from the date of alleged discrimination.
Reasons for delay in filing a complaint should be included when more than a reasonable
time has elapsed between the occurrence and the complaint.

WHERE TO FILE A DISCRIMINATION COMPLAINT

An individual has the right to file a discrimination complaint with MDHS or the Department of
Health and Human Services (HHS), Office of Civil Rights (OCR), or both. The person accepting
the complaint must fully explain all options to the person filing the complaint. Complaints may
be made directly to the State Agency or the HHS, OCR, or both. The individual may mail his
written complaint to the county or State MDHS Office or to the Office of Civil Rights, Region
IV, Atlanta Federal Center, 61 Forsyth Street, S.W., Suite 3870, Atlanta, GA 30303-8909.
RESPONSE TO DISCRIMINATION COMPLAINTS

Office of Civil Rights

Complaints made to the Federal Agency will be reviewed and investigated by OCR.
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County Office

Complaints received in the county office will be immediately forwarded to the State Office with
a copy of the complaint to the Regional Office. The State Office will acknowledge receipt of the
complaint to the complainant within five (5) working days. A copy of the acknowledgment will
be mailed to the county office and regional office.

State Office

Complaints received in the State Office will be logged in by the Office of Field Operations and
referred to the county and regional offices for investigation. The State Office will acknowledge
receipt of the complaint to the complainant within five (5) working days. A copy of the
acknowledgment will be mailed to the county office and regional office.

Based on the analysis of the complaint, one of three (3) situations will occur:

a. Referral: cases received that required no action; cases in this category will be
considered closed at this point.

b. Age discrimination: cases will be forwarded to the Regional OCR.

C. Investigation: cases that contain alleged violations in the TANF program, a
prohibited basis of discrimination and an adverse action, as determined by the
complainant.

An onsite investigation must consist of an interview with the complainant. The investigation
may be discontinued at this step if the complainant indicates that discrimination did not occur;
that he/she understands how the case was handled; does not wish to pursue the complaint; or
withdraws the complaint. The person conducting the investigation should obtain a signed
statement from the complainant at this point. The signed statement should be included with the
investigative report.

If investigation is necessary to substantiate or refute the allegations, the following steps will be
taken in addition to the interview with the complainant: (1) review of the complainant’s case file;
(2) review of other similarly situated case files concluding with not less than ten percent of the
random number of similar case files from the total number of case files in either a caseload or
from the applicant pool; (3) interviews with management in the county office; (4) interviews
with relevant witnesses and other applicants/participants; and (5) interviews with representative

of grassroots/advocacy organizations, if warranted.
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Field Operations will gather facts that will either support or refute the complainant’s
allegations(s) ensuring that all relevant sources of information are investigated. The facts will be
reviewed and evaluated. A decision letter informing the complainant of closure or follow-up
action and the right to appeal to the Secretary of Health and Human Services Office of Civil
Rights will be written and submitted to HHS Regional OCR. HHS RO will maintain rights to
oversight and concurrence with the agency’s decision. Upon HHS OCR approval, the decision
letter will be issued to the complainant. Corrective action, when necessary, will be implemented.
All complaints, regardless of the originating office, shall be processed and closed within 90 days
of receipt.

COMPLAINT INVOLVING OTHER AGENCIES

When a complaint involves another Federal Agency, Field Operations will refer the complaint to
that agency and will notify complainant of the referral.

PROGRAM COMPLAINTS

When the complaint is strictly a program issue (not a discrimination issue based on race, color,
sex, disability, religion, national origin, or political belief), it will be processed through the
routine program hearings procedure and not as a discrimination complaint. Discrimination
complaints will not be handled in the hearing process.

PUBLIC NOTIFICATION

Applicants and recipients will be informed of nondiscrimination compliance via the following:

1. The State Agency shall publicize the nondiscrimination compliance statement on the
application, pamphlets, etc.

2. Information regarding the complaint system and an explanation of the procedure must be
provided to all persons within ten (10) days from the request.
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VOTER REGISTRATION

The National Voter Registration Act (NVRA) of 1993 contains provisions which made it easier
for individuals to register to vote in all elections. Under this Act, all agencies in a state that
provide public assistance are designated as a voter registration agency. The following services
must be provided by a voter registration agency:

1. Distribution of voter registration application forms and declination forms to
applicants/recipients of agency assistance;

2. Assistance in  completing voter registration application forms unless the
applicant/recipient refuses such assistance; and

3. Acceptance of completed voter application forms for transmittal to the county Circuit

Clerk for processing within five days of receipt by the agency.
The NVRA prohibits any person providing voter registration services from:

Seeking to influence an applicant’s political preference or party registration;

Displaying any political preference or party allegiance;

Discouraging registration;

Implying in any way that the availability of Agency services or eligibility for benefits is
dependent upon voter registration; or

o. Disclosing any applicant’s voter registration information except as needed for the
administration of NVRA or identifying the agency’s name on the application form.

el A

Agency Responsibilities

Each voter registration agency must provide each applicant/recipient the opportunity to register
to vote or to update a voter registration record by offering the Mississippi Voter Registration
Application form and declination form at the time of each:

1. application or reapplication,
2. recertification/reevaluation, and
3. report of change of address.

When providing the applicant/recipient the opportunity to register to vote, the applicant must be
verbally asked “If you are not registered to vote where you live now, would you like to apply to
register to vote here today?”
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Any applicant or recipient who contacts the worker to request an application, either in person or
by phone, will be provided a voter registration form and declination form (see discussion of the
declination form below). If the household requests that an application form be mailed, a voter
registration form and declination form must be mailed along with the application. If the client
who initiates an application or recertification by mail or telephone later comes into the office for
the face-to-face interview, voter registration services must also be provided at that time.
Assistance in completing the voter registration forms must be offered in the same manner as an
application for agency assistance. Clients must clearly be provided the option to either complete
the registration form in the office or take the form with them to complete at a later time.
Caseworkers, though, should encourage clients who check “yes,” or otherwise say they’d like to
register to vote, to complete the application on site to ensure timely delivery to the Circuit Clerk.
Households that do not complete the forms in the office may either hand deliver or mail
completed forms to the county Circuit Clerk’s office or return the forms to the MDHS county
office. Clients should be informed that completed voter registration forms will be submitted to
the county circuit clerk within five (5) business days of completion or from the date received by
the county office. During the application process, if the individual completes and signs the voter
registration form, the date of signature must be entered on the MAST screen in MAVERICS.
See “Declination Forms” below for procedures when the client declines the opportunity to
register to vote.

Whenever a client contacts the county office by phone or in person to report a change of address,
a voter registration application must also be provided. If the report is made by phone, a voter
registration application must be mailed to the household. When the form is used to update voter
registration, Section Il of the form, along with all other sections of the registration form, must be
completed.

Declination Forms

Regardless of whether or not a client wishes to register to vote, a voter Declination form must be
completed by the client. This form indicates if a client wishes either to register or not register to
vote. Workers should remind clients that this form is for voter registration purposes only and in
no way affects their application for benefits. Completion of the declination form should be
handled as follows:

1. The client should check the box next to the appropriate answer to the question of whether
he or she wishes to register to vote.
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Note:

The client should sign and date the form. It is also recommended that the client print his
or her name beside the signature. If the client receives assistance from agency staff in
completing the form, the staff person assisting should sign and date the form as well.

If the client refuses to sign the declination form, the worker processing the form should
print the client’s name, and date and initial the form. The form must be scanned to the
Temporary Documents folder of the household’s case record, with documentation of the
action taken entered on the 1IDO screen and the FOES (Forms/Explanations/Screens
Documentation) screen in MAVERICS.

In the event that a household’s authorized representative is being interviewed, a

declination form will not be required. The case should be documented on IIDO that the
authorized representative has been informed of the opportunity for household members to
register to vote and that voter registration forms can be provided to the household upon request.

Agency Coordinator Duties and Responsibilities

To oversee and coordinate agency and local office compliance with NVRA, the State Operations
Director will serve as the agency’s NVRA Coordinator. The State Operations Director will be
responsible for:

compiling and analyzing voter registration data provided by county offices
answering questions submitted by county offices regarding voter registration procedures

serving as liaison to the Secretary of State’s office on issues of voter registration and NVRA
compliance

ensuring that NVRA training materials are incorporated into agency training materials and
that semi-annual training in voter registration is conducted

ensuring that NVRA compliance is incorporated into standard monitoring procedures

ensuring that agency offices have an adequate supply of voter registration materials at all
times

developing and maintaining an up-to-date list of sitt NVRA contacts
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Site Coordinator Duties and Responsibilities

The County Director or his/her designee will serve as Site Coordinator to ensure that voter
registration services are successfully administered. Responsibilities of the Site Coordinator include
the following:

o maintain adequate supplies of voter registration applications, declination forms, transmittal
forms, training materials, and posters

o train new or reassigned employees on voter registration duties immediately upon hiring or
reassignment and ensure re-training twice annually

o monitor and resolve any issues relating to the voter registration process

o ensure the timely and accurate transmittal of completed voter registration applications to the
county circuit clerk within 5 business days of completion by the client

. communicate with local and state election officials to ensure that materials are current

o contact State Operations concerning any issues or problems regarding the voter registration
process

o serve as contact person on voter registration matters for state and county election officials

o on a weekly basis, review completed voter registration applications and declination forms to

ensure the forms are completely filled out. Ensure that the county office name is noted in
Section | of the voter registration application.

. display NVRA posters in the office’s lobby

Note: Regional Directors shall monitor county voter registration activities to ensure that NVRA
guidelines are being met.

The Site Coordinator is responsible for supervising the daily voter registration activities at the
location. The Site Coordinator should be well trained in the registration practices required of the
agency. The Site Coordinator should monitor agency activities and quickly work with
employees to resolve any noted deficiencies.

The Agency Coordinator will review the data compiled by Site Coordinators from the NVRA
Data Reports on a monthly basis to determine whether offices are performing their NVRA
responsibilities. If a review of the numbers indicates that an office is underperforming in its
obligations, as required by the NVRA training manual, the Agency Coordinator shall require the
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Site Coordinator to take immediate action and submit a report on such follow-up measures
within a month of being notified by the Agency Coordinator. The Agency Coordinator shall
forward copies of all such communications to the Secretary of State’s office. If the Agency does
not take appropriate remedial measures, the Secretary of State shall perform an audit of the
office’s voter registration practices.

NVRA performance should be included in all employees’ evaluations.
NVRA Reporting

County offices will be responsible for submitting all voter registration applications to the county
circuit clerk’s office within five (5) business days of completion of the application. This
includes any applications completed to update an existing registration. Attachment C, NVRA
Transmittal Form, should be used to submit the applications to the circuit clerk. The timely
delivery of voter registration applications is extremely important to ensure that all individuals are
properly registered to vote. When submitting voter registration applications to the county circuit
clerk’s office, please use the following procedure:

e All fields on the NVRA Agency Voter Registration Application Transmittal Form should
be completed, with a copy of the form retained in an office administrative file.

e The transmittal, along with all voter registration applications, should be placed in a
secure and sealed envelope. Date of birth, social security numbers, telephone numbers
and the agency of registration are confidential and should be kept from public view.

e For every Mississippi election, the voter registration deadline falls 30 days prior to the
election. County office staff should be aware of these deadlines and transmit applications
as soon as possible when a registration deadline is near.

In order to meet NVRA reporting requirements, special coding must be entered on the Marital
Status (MAST) screen in MAVERICS to capture voter registration activity. Coding entered on
MAST will indicate the date of voter registration for the household member being interviewed,
when the registration took place (either at application, reevaluation, or when the household
reports an address change), and whether or not the client checked “yes” or “no” on the
declination form (or left the form blank). Using this MAST coding of voter registration activity,
Management Information Systems (MIS) will produce the “NVRA Data Report” to be submitted
by State Operations via email to the Mississippi Secretary of State’s office. This monthly report
will indicate the date of actual voter registration, not the MAVERICS system month, in which
the registration occurred.
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Example: At recertification interview on March 5" for the new certification period beginning in
April 2011, the 35-year-old PI wishes to register to vote. The PI checks “yes” on the declination
form and fills out and signs the voter registration form on the date of interview. On the MAST
screen, the worker enters the NVRA date of 03/05/2011, along with the NVRA “type” code of
“R” to indicate registration occurred at recertification/reevaluation and the NVRA code of “Y”
that the client indicated on the declination form that he/she wished to register to vote. Even
though the system month at the time of voter registration is April 2011, the application is
considered to have occurred in March 2011 and the form will be included in the applications
submitted to the circuit clerk’s office during the month of March. The NVRA Data Report will
reflect that voter registration associated with this case occurred in March.

Example: The PI reports in person on April 27 that the household has moved. Based on this
reported change, the PI is offered the chance to update voter information and fills out the voter
registration form including the section used to update the household’s address. The county
worker will access the MAST screen in the current system month of June and enter the NVRA
date 04/27/2011, the NVRA “type” code of “C” to indicate an address change and the NVRA
code “Y” to indicate the client’s desire to be registered at the new address. Though the change
of address is documented in the system month of June, the change is considered to have occurred
in April and the form will be included in the applications submitted to the circuit clerk’s office
during the month of April. The NVRA Data Report will reflect that the address change occurred
in April.

Upon request, voter registration forms may be provided for other household members who may
wish to register. If additional voter materials are provided, the case should be documented and
the household member or representative informed that completed forms may either be returned
to the county office or submitted to the county circuit clerk’s office. When voter registration
forms are returned to the county office, the worker must enter the appropriate information on the
MAST screen and document 1DO.

See Volume X, Chapter 3, for instructions on MAST coding of voter registration activity.
Training

All county offices must train new or reassigned employees on voter registration duties
immediately upon hiring or reassignment. All staff must be trained regarding NVRA procedures
on a semi-annual basis. For training assistance, county offices should contact State Operations
who will coordinate training through the Secretary of State’s Office. Training material will
include NVRA policy found in Chapter 1 of Volume Il and Chapter 1 of Volume V, along with
the NVRA Training Manual located in the “Training Resources” folder in Interwoven/Worksite.
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County offices will be required to submit a report of all employees who attended the training via
the MDHS-EA-106 to State Operations within one month of the training.

Prohibitions
When providing voter registration services, MDHS employees must not_engage in the following:

J seek to influence a client’s political preference or party designation (voter registrants are
not required to declare party affiliation in Mississippi)

. display any political preference or party allegiance

. make any statement to a client or take any action for the purpose of discouraging the
client from registering to vote; or

. make any statement to a client or take any action that would lead a client to believe that a
decision to register or not to register has any bearing on the availability of services or
benefits the client will receive.

Registration of 17-Year-Olds

Mississippi law allows persons who will be 18 years of age on or before the date of a November
general election to vote in a primary election associated with that general election. Therefore,
the agency may determine that in some instances a 17-year-old household member is eligible to
register to vote. If a 17-year-old will turn 18 on or before the general election date in November,
the 17-year-old can register and vote in the primary election held earlier in the same year, and
must be provided with a voter registration application and declination form at each application,
reapplication, and change of address transaction.
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RIGHTS OF APPLICANTS AND RECIPIENTS

The determination of a person's initial or continued eligibility for assistance payments shall be
conducted in a manner consistent with his rights under the Social Security Act as amended by the
Personal Responsibility and Work Opportunity Reconciliation Act of 1996 (Public Law 104-
193), Title V1 of the Civil Rights Act of 1964, and Section 504 of the Rehabilitation Act of 1973,
Title 11 of the ADA, and State laws. Thus, any practice which violates an individual's privacy or
personal dignity, subjects him to any form of harassment, infringes on his constitutional rights,
or discriminates on the basis of race, color, national origin, gender, disability, political beliefs or
religion is forbidden.

The above cited laws and other state and federal laws give each applicant and recipient:

1.

The right to apply for assistance and to have eligibility determined promptly. Chapter 7,
The Application Process, sets out procedures for taking applications in county Economic
Assistance offices and other places and the time limits for processing applications.

The right to a choice in programs when the person may meet eligibility requirements in
more than one program. This includes the right to be told the advantages of each
program for which he may be eligible.

The right to participate in establishing eligibility by giving facts about his circumstances
that relate to his eligibility and by obtaining, or authorizing the worker to obtain,
documents or information from others when necessary for determining eligibility.

The right to timely notification of disposition of the application for assistance.

The right to assistance upon determination that the legal and administrative eligibility
requirements are met.

The right to the unrestricted use of a money payment unless the appointment of a
guardian, conservator, or protective payee has voided this right.

The right to a confidential relationship with the agency. Information concerning
the client and his family shall not be released without the client's permission unless the
disclosure is directly related to administration of the TANF program or another federal or
federally-funded program which provides assistance, in cash or in kind, or services
directly to individuals on the basis of need.
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10.

The records of the disbursement of funds or payments to recipients of any and all
assistance under programs administered by the state or county Departments of Human
Services showing the names of the recipients and the amount of the individual benefits
shall only be disclosed according to federal regulations regarding disclosure of
information for TANF and Food Stamp Programs, and federal laws regarding use of
electronically exchanged data.

Any person, firm, corporation, or association of the agency who or which shall violate
any provisions of State law 43-1-19 shall be guilty of a misdemeanor and, upon
conviction, shall be subject to a fine of not less than One Hundred Dollars ($100.00) or
more than Five Thousand Dollars ($5000.00), or by imprisonment in the county jail for
not more than ninety (90) days, or by both such fine and imprisonment in the discretion
of the court.

The right to advance notice of reduction or termination of payments except in certain
circumstances which are specified in Chapter 7, Certification and Authorization.

The right to a hearing when (a) dissatisfied because an application for financial assistance
is denied or is not acted upon with reasonable promptness; (b) when aggrieved by any
agency action resulting in suspension, reduction, or termination of assistance; and (c) a
written request for a hearing is made within twenty days from the date of mailing of the
notice that instigated the request. See Chapter 13, Hearing Process, for an exception to
the right to a hearing, possible extension of the time period for requesting a hearing,
access to case record materials to be used in the hearing, and other details of the hearing
process.

The right to review information, such as agency policies and case material, used in
determining eligibility for the budget group; however, the agency reserves the right to
limit access to social and medical information unless such material is to be considered in
a fair hearing. Refer to Chapter 1, Confidentiality and to Chapter 13, Hearing Process,
for further discussion on this subject.

RESPONSIBILITIES OF APPLICANTS AND RECIPIENTS

The applicant or recipient is responsible for:

1.

Giving complete and correct information about his circumstances as they relate to
eligibility, both at the time of application, at each subsequent eligibility determination,

and as changes occur in his family circumstances.
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Keeping the county informed timely of any plan to leave the state in which he is
receiving assistance or any changes in the income of the family if it meets or exceeds
185% of the need standard for the household size at the time of their current review
period.

Repaying funds received during a period of ineligibility, or eligibility for a reduced
TANF grant or supportive services, resulting from failure to report changes of
circumstances, giving incorrect information, or for overpayments caused by agency
errors.

Participating satisfactorily in the TANF Work Program, unless exempt.

Assigning to the State the right to child support collections and for cooperating with child
support enforcement requirements, unless good cause is determined.

Ensuring that all TANF children are properly immunized and that TANF children attend
school regularly as required under the State’s compulsory school attendance laws.

Submitting to a substance abuse questionnaire. If results of the questionnaire indicate a
reasonable likelihood that a substance abuse problem exists for the TANF adult(s), the
adult must be tested for unlawful drug use and enroll in a treatment plan if results of the
drug test are positive.
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REGULATIONS SAFEGUARDING CONFIDENTIAL INFORMATION

The assistance titles of the Social Security Act, as amended by the Personal Responsibility and
Work Opportunity Reconciliation Act (PRWORA) of 1996 (Public Law 104-193), require that
MDHS provide safeguards which restrict the use or disclosure of information concerning
applicants and recipients of TANF to purposes directly connected with the administration of the
Program. These regulations also specify that information can be shared with other programs
administered under the Social Security Act as amended by PRWORA and under Titles IV-A, IV-
B, IV-D, IV-E, XVI, XIX, XX, and any other federal or federally-assisted program which
provides assistance, in cash or in-kind services, directly to individuals on the basis of need. The
State statute at 43-1-19 mandates that MDHS shall abide by federal rules and regulations
restricting the use or disclosure of information, records, papers, files and communications
concerning applicants and recipients to purposes directly connected with the administration of
the programs.

SAFEGUARDING INFORMATION

State law at 43-1-19 restricts disclosure of records showing names of recipients of public
assistance and amounts of benefits in accordance with federal laws and regulations and laws
regarding use of electronically exchanged data. Public Law 104-193 expands the exchange of
information to include:

Quarterly reports to U.S. Citizenship and Immigration Services (USCIS) of illegal aliens
known to the Agency.

Exchange of certain information with law enforcement agencies relating to prosecution
of fleeing felons, parole violators, or persons fleeing relating to a crime that would be a
felony under the law.

The Agency by law routinely exchanges information with other agencies and individuals in order
to determine the applicant/recipient’s eligibility status and benefit level for needs-tested
programs. These information sources include:

Verification with USCIS for alien status (SAVE).

Exchange of information with the school district, local school or attendance officer.

Exchange of information with other related State agencies including Division of
Medicaid, Department of Health, etc.

Exchange of information for electronic verifications and data matches (IEVS), including
information  from  Social Security ~Administration (SSA), Department of
Treasury/Internal Revenue Service (IRS), Mississippi Department of Employment
Security (MDES) and the Tax Commission/Motor Vehicle registry.

Exchange of information with employers, housing entities, landlords, etc., for the
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purpose of establishing eligibility status.

Exchange of information relating to child support enforcement, work requirements, and
suspected Program violations.

NATURE OF INFORMATION TO BE SAFEGUARDED

MDHS prohibits any employee, state or local, working in any capacity, from disclosing
confidential information concerning any applicant or recipient of assistance or services, except in
the administration of the program as described above. The information which shall be
considered confidential and shall not be disclosed except in the administration of the laws, under
which MDHS works, shall be:

1. Names and addresses of applicants and recipients.
2. Lists of applicants and recipients. List of applicants and recipients will on occasion be

requested for commercial, personal, or political use. Under no condition may a list of
clients be disclosed to any person, agency or business organization except as described

below.
3. Case records, with each and every document included.
4. Information obtained from the computer. This includes computer access related to Wire

Third Party Query and all other on-line data from the Social Security Administration,
IRS and Mississippi Department of Employment Security through the IEVS process,
Motor Vehicle Verification, and data from the Division of Medicaid and other on-line
sources.

Employees shall not disclose information of a confidential nature even though a record of the
information has not been made.

PENALTIES FOR VIOLATION OF CONFIDENTIALITY

This Agency and the other agencies and entities with whom electronic data is exchanged are
bound by the same Federal and State laws which require confidential handling of all client data.
Unauthorized use and disclosure of client information is punishable by law at the Federal and
State levels.

Disciplinary action will be taken against any agency employee violating the regulations
pertaining to the safeguarding of information in accordance with the disciplinary policies and
procedures of the Mississippi Department of Human Services and/or the State Personnel Board.
A willful violation of this regulation will be termed inefficiency in office and the employee may
be suspended or removed. In addition, State statutes specify that such acts can be considered as
misdemeanors and upon conviction an individual may be fined or imprisoned or both. The
specific details of these penalties are located in Sections 43-1-19, 43-15-21, 43-17-7 and 43-19-

45 of the State law.
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If the representative of an agency or organization to whom information has been disclosed
violates the regulations, the MDHS Executive Director, after conducting an investigation, will
report the employee or representative to the head of the agency involved.

Mississippi Department of Human Services will provide all employees of the State and County
DHS offices with a copy of the rules and regulations governing the safeguarding of information,
including a statement regarding the penalty for any use of such information in violation of the
regulations. MDHS will also make available copies for distribution to all agencies and
individuals who are interested.

MDHS-EA-105, Confidential Information Agreement, will be completed at the initial training of
current and new employees, security personnel, volunteers and others who are assigned tasks in
the offices of the Division of Economic Assistance and other persons at any location who are
assigned access to the computer systems. Also, the MDHS-EA-106, Employee
Awareness/Security Training, is completed upon entry of new employees and annually thereafter
to acknowledge training and awareness of security guidelines for IEVS data and for civil rights
compliance.

PERSONS AUTHORIZED TO DISCLOSE INFORMATION

Disclosure of all information, including records of every kind, shall be governed by these
regulations. Observe these regulations as set out below regarding the release of information
when a request is made and MDHS does not have an agreement with the agency requesting the
information:

1. Information from State office records. Refer the request to the Division of Economic
Assistance. Designated staff will obtain information about the request and make a
decision in accordance with agency regulations.

2. Information from county department records. Refer the request to the appropriate
regional or county director, who will investigate the request and release the information
in accordance with agency regulations or deny the request if not permissible, or refer it
to State Office for handling.

3. Court subpoena. When a state or county staff member receives a subpoena for the
record, handle according to the discussion, Subpoena of Case Records, below.

INFORMATION TO BE RELEASED

The information listed below will be released under the circumstances described:

1. MDHS shall by State law at 43-1-5 make accurate and timely federal reports in
compliance with Program requirements and shall report to the Governor and the

Legislature annually all fiscal and statistical Program participation data. These records
are open for public inspection. See discussion below, TANF Disbursements Records to

be Made Public.
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Information shall be provided to County and District Attorneys in connection with
fraudulent receipt of TANF, TWP, Food Stamps, or Child Support and in connection
with the location of deserting or putative parents, the establishment of paternity, and
obtaining of support. See discussion below, Disclosure to County or District
Prosecuting Attorneys.

Also information with regard to deserting and putative parents in TANF shall be
disclosed to the grand jury in active session for purposes directly connected with
obtaining or enforcing child support.

Information concerning TANF, TWP or Child Support shall be shared with agencies
authorized under Titles IV-A, IV-B, IV-D, IV-E, XVI, XIX, XX and others which are
Federal or federally assisted programs which provide assistance, in cash or in-kind, or
services directly to individuals on the basis of need. See the discussions below,
Disclosure to Agencies, Agencies Providing Assistance or Services, and Agencies with
Whom Lists are Exchanged.

The client or his authorized representative will have access to certain information in his
case record as set out below under the discussion, Disclosure to Client or Client
Representative and Hearings.

Information may be disclosed to state and local law enforcement officers under certain
circumstances explained below.

OTHER INFORMATION TO BE DISCLOSED

MDHS regularly prepares and publishes statistical and financial data about the Economic
Assistance programs. The county and state staffs are authorized to release and to interpret the
following information:

1.

Disbursements of payments to eligible TANF families, TWP participants, recipients of
food assistance, etc.

Number of applications received, number approved, number rejected, type of assistance
requested, and similar data, compiled monthly, quarterly, or annually in the several
instances.

Services available from the Department and the conditions under which services can be
given. Number of persons requesting services and number receiving them, by nature of
the request, when available.

Child Support activities and information concerning the collection and distribution
records summarized.

Establishment and collections of claims for overpayments.
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6. Court orders obtained as a result of prosecution for fraudulent receipt of benefits.

The Department prepares and publishes an annual report on the operation of all programs, in
accordance with the State statute at 43-1-5. Other reports, usually those required by Federal
regulations, are also available and are published.

DISCLOSURE TO GRAND JURIES

When cases involving fraud, the deserting legal father, or for the purpose of establishing
paternity and/or obtaining support are presented to the grand jury in active session, the
information necessary for their consideration and decision will be made available. Members of
such bodies are expected to observe the regular court ethics with regard to use of this
information.

DISCLOSURE TO AGENCIES - GENERAL REQUIREMENTS FOR TANF AND
CHILD SUPPORT

Disclosure of information concerning applicants and recipients of TANF and Child Support will
be made to other agencies under the prescribed conditions. These agencies must meet one of the
criteria listed below:

1. The applicant or recipient has requested assistance or service from other agency; and the
agency's program is administered under Title IV-A, IV-B, IV-D, IV-E, XVI XIX, XX,
or another Federal or federally assisted program which provides assistance, in cash or
in-kind, or services directly to individuals on the basis of need.

2. The related agency or organization has entered into a contract or agreement with this
Department to provide a required service and will use the information only in relation to
providing that specific service.

DISCLOSURE TO LAW ENFORCEMENT

States may disclose the address of any current TANF recipient to a federal, state, or local law
enforcement officer under specific conditions. The request for information by the law
enforcement officer must be in writing with the official’s signature, date, and agency name. The
requesting law officer must notify the agency that locating or apprehending the household
member is an official duty and that the request is being made in the proper exercise of an official
duty. The officer must furnish the agency with the name of the household member and
notification that the member:

1.  is fleeing to avoid prosecution, or custody or confinement after conviction, for a
crime or attempting to commit a crime that is a felony under the law.

2. is violating a condition of probation or parole imposed by Federal or State law, or
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3. has information that is necessary for the officer to conduct an official duty related
to the above conditions.

AGENCIES PROVIDING ASSISTANCE OR SERVICE
Agencies which are known to have standards of confidentiality comparable to those of MDHS
and to provide assistance or services for clients, and with whom information is exchanged for
purposes of administration of the TANF, Child Support or other MDHS programs include:
1. Department of Human Services (public assistance) agencies in other states

Division of Medicaid and its fiscal agent

Department of Rehabilitation Services

Social Security Administration and the Department of Treasury

State Department of Mental Health and the Regional Mental Health Centers
Housing authorities, the state or local administrator

2

3

4

5. Department of Health through its state or county health offices

6

7

8 State mental hospitals and general hospitals, health services providers
9

Mississippi Department of Employment Security
10. Veterans Administration
11. State Department of Education, county and local school districts.

No lists of names of applicants or recipients shall be released to these or other agencies, except
as specified. See electronic data exchange description in this volume. Other releases of
information shall be on request from the agency and the purpose must reasonably relate to the
function of the Department's programs and to the function of the agency requesting the
information. If an agency makes a request for information which that agency normally would be
ascertaining for itself and which is not in favor of the client, the request will be denied.

DISCLOSURE TO CLIENT OR CLIENT REPRESENTATIVE

The case record is not available for examination by the applicant or recipient or his authorized
representative. MDHS reserves the right to withhold any information which pertains to medical
and medical social facts or severe social problems such as illegitimacy, incest, neglect and abuse
of children or adults, marital discord, and other serious conditions and changes. The county
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director will release certain information to a client or his authorized representative when
authorized in writing as follows:

1. In connection with a request for a state or local hearing. Refer to Volume Ill, Chapter
13.

2. Information as to receipt of an amount of child support or assistance received by a
recipient.

3. Information supplied by the client or obtained by the worker that the client needs in

order to be able to qualify for a benefit which he has requested. This excludes medical
reports, as the examining physician must release this information to his patient. It
includes proof of age, documents relating to real and personal property, and other
factual material that will assist a client in obtaining a service or benefit.

4. Client's verifications of income and resources and other forms which he/she has signed.

5. Budgets worked to determine eligibility for programs for which the Division of
Economic Assistance is responsible.

6. Any case information, other than medical, medical social, or information concerning
severe social problems as described above when the client presents a written request
which specifies the material desired and the purpose for which the material will be used.

When the request is made by a person other than the client, the information will not be available
without the client's written permission prior to releasing the information. This written statement
will be made a permanent part of the case record. The worker will speak from the case record or
provide copies of the material requested.

RELEASE OF MEDICAL INFORMATION TO SPECIFIED AGENCIES

In providing medical information to agencies in which the Department has formed agreements,
follow the rules set out below.

1. In the release of information provided by private physicians, MDHS puts the examining
physician on notice of the use of the medical data in hearings when held and in other
requests relating to the administration of the program. This is done at the time the
county office requests the information and authorizes payment for it.

2. Do not release medical reports obtained from the Veterans Administration, the
University Medical Center, Mental Health Centers, or the Health Department. Also, do
not release any reports marked "Confidential™ or "Not to be released to other agencies".
The agency making the request must make its own request to the other agency.
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3. The hearing record must contain the material on which the contested eligibility decision
was made; hence, any such medical material must be available in the hearing record for
examination by the client or his authorized representative. Do not supply copies of this
material to the client or his representative.

DISCLOSURE TO ELECTED OFFICIALS

When an applicant for or recipient of TANF, Food Stamps or Child Support makes a complaint,
usually by letter, to a public official such as a Senator, Congressman, County Board of
Supervisors, etc., about his denial, inadequate receipt, or other action taken about his request for
assistance, the State or County office handling the complaint may include that information in the
reply which will provide an adequate explanation of the action taken by MDHS. That is, when
the person or authorized representative sets out facts about the individual's circumstances and
enters a request to MDHS, this implies the consent of the individual for MDHS to reply to the
complaint.

Ascertain first that the individual himself knows that the other person is writing MDHS about his
dissatisfaction with the action or lack of action.

When the individual or his authorized representative writes a public official, either local, State or
Congressional, or other public agency, the public official usually sends the letter, so that the
County or State Department knows that the inquiry or complaint is from the client. Do not
include more information than is necessary to explain the MDHS's position or action.

DISCLOSURE TO COUNTY OR DISTRICT PROSECUTING ATTORNEY

The County and District Prosecuting Attorneys shall have access to information from the case
records for the following reasons:

1. Making an investigation of an alleged violation of the sections in the State statutes on
fraudulent receipts of TANF, Food Stamps or Child Support.

2. Locating deserting parents or putative fathers, establishing paternity, and securing
support for children. For further discussion concerning the location of deserting legal or
putative parents, the failure or refusal of the mother to establish paternity and obtain
support for the TANF children refer to Volume |11, Chapter 3 and Volume VI.

When acting in their official capacity on behalf of MDHS, County and District Attorneys are
authorized to review, without written request, case record material in the case of the individual
involved and other material related to the individual case such as food stamp issuance records
and child support fiscal and bookkeeping records. This is in accordance with Federal regulations
and the Mississippi Code of 1972, Sections 25-31-11, 19-23-11, 43-19-45 and other specific
references.
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Law enforcement officials may request case record information involving the fraudulent receipt
of TANF, Food Stamps or Child Support in instances in which the MDHS Division of Program
Integrity has asked assistance in a particular case.

SUBPOENA OF CASE RECORDS

When the court issues a subpoena to the county director or another MDHS staff member to
personally appear or produce a case record, the county director or his representative will
immediately notify the regional director and Economic Assistance - Field Operations. A copy of
the subpoena or court order must be faxed immediately to the Economic Assistance - Field
Operations and to the Attorney General’s Office. The Attorney General’s Office will contact the
county director to provide further instructions and will correspond directly with the court. The
court may permit the employee to read the portions from the case records that are pertinent to the
legal action.

DISCLOSURE TO LEGISLATIVE OFFICIALS

The Federal regulations also provide for the disclosure of such information to a committee or
legislative body (Federal, State or local) when such body certifies that the information is needed
in connection with their official duties with regard to the program and that the information will
not be used for any other purpose. Exception: Disclosure of information to any committee or
legislative body that identifies TANF applicants or recipients by names or addresses is prohibited
unless the information is required for audit purposes as set out below.

DISCLOSURE FOR AUDIT PURPOSES - TANF
Federal and state regulations provide for disclosure of information concerning applicants for and

recipients of TANF for audit purposes to any government entity authorized by law to conduct
such audits or similar activity.
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DEFINITION

The electronic case record includes recorded information pertaining to the assistance payments
for applicants and recipients. This is the information available to the county Economic
Assistance office pertaining to all applicants and recipients. The case record includes forms,
documents, and the data contained in the on-line MAVERICS eligibility determination and
tracking system, the JAWS Work Program activities and the METSS child support data.

PURPOSE OF THE CASE RECORD

The purpose of the case record is directly related to the purpose of the assistance payments
program. The case record serves its primary purpose to the agency when:

1. It clearly furnishes case disposition and eligibility dates on individuals who have applied
for or are receiving assistance.

2. It validates the action taken by the agency, based on facts about eligibility, to grant or
deny assistance or change the amount of the payment.

3. It furnishes verification for the validity of expenditure of public funds.

Other purposes which do not relate to the standards for basic minimum content, but which the
case record may serve are:

1. To aid in the supervision and management of case work.
2. To assist in the development of the worker's skill.
3. To evaluate the performance of the worker.

The case record is a permanent source of information which prevents the need for repetition of
information by the individual and duplication of work by the worker.

The case record protects the individual, the MDHS county office, and the community against
inaccuracies which might arise from errors of memory. To assure accuracy of statements,
recording must be done during the interview or after the securing of information.

The purpose of the case record is centered on the individual's circumstances and is not set up as a
record of the worker's activities. It has value only as it results in more accurate, helpful, and
efficient administration of financial assistance for the family.

CONFIDENTIAL NATURE OF CASE RECORD

To assure the right of the individual to a confidential relationship with the agency, the worker
must know and observe the safeguard regulations concerning the release of information about an
individual, whether from the case records or forms. For a detailed discussion of these
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regulations see Chapter 1, Regulations Safeguarding Confidential Information.

In addition to observing the regulations concerning the release of information, case records need
to be protected from use by persons not connected with the MDHS county office. The county
director will be responsible for the assignment of cases and the management of the case files
within the county office.

PURPOSE OF CASE RECORD FORMS

The worker is responsible for the completion of case forms and for entering data in MAVERICS.
Case record forms have been designed for:

1. Economy of time, space, material, and uniform organization to facilitate location of
specific materials.

2. Inclusion of a written explanation when needed to clarify or to explain without
repetition.

Case record forms and MAVERICS screens also provide the mechanics necessary for the worker
to determine eligibility and provide services. In this capacity, forms and screens provide for:

1. Authorization of action, whether approving, denying, increasing, reducing or
terminating TANF.

2. A clear and usable record.

3. Date and signature or initials of the worker responsible for the accuracy and validity of

information and decisions.
4. Maintaining the case record in the county where the client resides.
THE CASE NUMBER

The case number is assigned by MAVERICS to the case head (primary individual/Pl). It is not
to be assigned to any other person. Once the unique case number is assigned by MAVERICS,
the same case number will be used each time that person applies for assistance as the case head
(PI). Therefore, each case head applying for any Economic Assistance program anywhere in the
State has a unique case number. For the procedures for assignment of case numbers, see Volume
X.

THE INDIVIDUAL NUMBER

Each adult and child will be assigned an individual (ID) number by MAVERICS for identifying
purposes. Each person will be assigned only one individual number even though he may be
receiving SNAP and/or TANF. The person retains his individual number when the case is closed
and reopened and when transferring between households. The person’s ID number is especially
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critical for identifying and tracking individuals in TWP activities in JAWS and for child support
referrals in METSS. The individual number for the case head will not be the same as the case
number. See Volume X for assignment of individual numbers.

MAINTENANCE OF INDIVIDUAL CASE RECORDS

Each household who applies for assistance shall have a separate electronic case folder produced
for the filing of case documents. All forms, correspondence, and other pertinent information will
be maintained in this folder according to instructions in this material. When an individual
transfers to another case, essential material related to that person or child should be scanned into
the appropriate electronic file in the receiving case.

Destruction of Case Records

To assist in case record disposal, county offices will receive reports each year with instructions
for destroying and weeding case records. Special MAVERICS reports will be produced the first
weekend in July each year until all county paper case records are destroyed and archived. The
reports will identify and provide instructions for cases that meet the retention period (cases
closed and claims/restorations paid out or otherwise closed for 3 years, remaining Health
Benefits cases closed for 5 years) and certain cases that have not been archived:

1 the Annual Destruction/Archive Report will list cases already archived and will
identify cases that should be destroyed. Cases noted on this report should be pulled and
shredded.

2 the Annual MSCAP Destruction/Archive Report will list cases already archived and

will identify MSCAP cases by resident county that can be destroyed. Cases noted on
this report should be pulled and shredded.

3 the Annual Weed/Destroy Report will identify cases that meet the retention period
policy and will indicate by program which program material should be destroyed and
which program material should be weeded. For combination cases, the report will
determine whether each program’s material should be destroyed or weeded. The
destroy report will also identify claim related cases that meet the destruction criteria.

4 the MSCAP Annual Weed/Destroy Report will identify MSCAP cases by resident
county that meet retention period policy and will indicate by program which program
section should be destroyed and which program section should be weeded.

In situations where cases are transferred from one county to another after the annual
MAVERICS reports are provided but before required action has been taken, the receiving county
should be notified of the action needed for each case.
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ARRANGEMENT OF DOCUMENTS IN ELECTRONIC CASE FOLDER

An electronic case record shall be produced for each case head who applies for assistance. Case
records may include a combination of forms, appropriate verification documents, records of
contacts, and other eligibility related materials. Documents must be scanned into TANF
electronic file folders contained in the Interwoven/Worksite system based on case action for each
program. Individual file folder options will be available, depending on the nature of each
document. File folders will be identified as follows:

TANF ONLY CASES:
Application Forms

MDHS-EA-900 Application
MDHS-EA-900S Supplement
MDHS-EA-940 Notice of Appointment (if system is down)

Permanent Documents

MDHS-EA-312-Personal Responsibility Contract
MDHS-EA-941-Notice of Child Support Enforcement

Temporary Documents

Resource Verification (if necessary) and Income Verification, including Work Number
Information

Child Care Expense Verification

Immunization Records

MDHS-EA-336-TWP Substance Abuse Treatment Agreement

MDHS-EA-918 Representative Authorization

Medical Review

MDHS-EA-330A- Request for Medical Exam
MDHS-EA-331 Report of Medical Exam
MDHS-EA-332 Report of Social Information
MDHS-EA-334 Medical Review Decision

Personal Data Folder

Birth Certificate

Social Security Cards
Marriage License

Child Support Orders
Divorce Decree

Drug Felony Documentation
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MDHS-EA-301C-Verification of Age and Relationship (obsolete as of 12-01-10)
Case Review

MDHS-EA-173-Case Review Guide (2™ or 3" party)

MDHS-EA-173T-Case Target Review Guide

Client Inquiry Documents

TANF Fair Hearing

Hearing request and other supporting documents related to the hearing request that have not been
previously scanned and are not available in MAVERICS.

Combination Cases

Cases which include a combination of TANF and SNAP benefits will be electronically converted
by scanning case documents into a Generic file folder. File folders will be identified as follows:

COMBINATION CASES:
Application Forms

MDHS-EA-900 Application Form

MDHS-EA-900A Interactive Interview Documentation Forms
MDHS-EA-900S Supplement

MDHS-EA-940 Notice of Appointment

Permanent Documents
MDHS-EA-941 Notice of Child Support Enforcement
Temporary Documents

Resource and Income Verification
Child Care Expense

Personal Data Folder

Identification

Social Security Card

Birth Certificates

Marriage Licenses

Child Support Orders

Drug Felony Documentation
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Case Review

MDHS-EA-173-Case Review Guide (2™ or 3" party)
MDHS-EA-173T-Case Target Review Guide
Client Inquiry Documents

ADDING TO DOCUMENTS IN INTERWOVEN/WORKSITE

Documents may be added to existing case folders, provided the documents being added are
related to the same case action. For example, when a new application is being processed and
certain document folders are being established, additional related documents, such as multiple
documents scanned to the Temporary Documents folder (income verification and child care
expense verification) may be contained in that single folder until final case disposition. Any new
case action would require the establishment of a new folder related to the case change.

Example: A household applies for TANF in June. The household provides verification of
income which is scanned to the case’s Temporary Documents folder at the time of interview.
Verification of a child’s immunization record is requested at interview. The household responds
with the requested verification within ten days and the immunization document is scanned to the
existing Temporary Documents folder. The TANF application is subsequently approved. Later
in August, the household reports and verifies a change in income. This verification is scanned to
a new Temporary Documents folder because this represents a new case action separate from that
established at the time of application.

Refer to the Interwoven/Worksite Users Guide for instructions on use of the Adding To
documents function.
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OVERVIEW

This material describes records management functions which must be performed by the case
manager. The records management functions described in this material include TWP file status
codes, transferring cases and the proper format for the TANF Work Program TWP section of
the electronic case record.

TWP ELECTRONIC CASE RECORD FORMAT

In addition to JAWS, the case record is a permanent source of client information. It prevents
the need for repetition of information by the individual and duplicate case management
activities.

In order to maintain an accurate record of each participant, each case record must be complete,
accurate, timely, and reflective of the individual’s current status. The purposes of the work
program section of the electronic case record are to:

1. Furnish demographic and program information on individuals who have been referred to
the TANF Work Program.

2. Validate case management actions taken by the case manager (CM).

3. Provide verification of program expenditures.

4. Aid in supervision of the CM.
ARRANGEMENT OF DOCUMENTS IN ELECTRONIC CASE FOLDER

Documents must be scanned into TANF Work Program (TWP) electronic file folders for
storage in the Interwoven/Worksite system. Electronic file folders will be identified as follows:

Supportive Services Applications:

MDHS-EA-379 TANF Child Care Services Application
MDHS-EA-357G TANF Transitional Work Assistance Application

Permanent Documents:

Back-Scanned Contact Records
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MDHS-EA-313 and 313A High Counter Reports

Temporary Documents:

Check Stubs, Work Number Information

Wage Forms

Doctor Excuses

MDHS-EA-359 TWP Agreement to Participate Following Notice of Adverse Action
MDHS-EA-361 Self-Assessment

MDHS-EA-362A Client Release Form

MDHS-EA-363 Employability Development Plan

TWP Upfront Job Search (UFJS)

MDHS-EA-303C TANF Upfront Job Search and any supporting documents for Up-Front Job
Search.

Personal Data Folder
MDHS-EA-362B-Background Check
TWP Fair Hearing

Hearing request and other supporting documents related to the hearing request that have not been
scanned and are not in MAVERICS

The CM has primary responsibility for assuring that case records contain all the required
documentation, and that the documentation is complete, accurate, timely, and reflective of the
individual's program status.

JOBS AUTOMATED WORK SYSTEM (JAWS)

JAWS maintains case record information on TWP participants. JAWS provides an on-line
interactive system to:

1. Receive TWP referrals for eligible TANF recipients;
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2. Prioritize and assign individuals to TWP case managers and program components for
processing;
3. Manage the financial aspects of the TWP, including payments for services, both to

providers and participants; and

4. Monitor program effectiveness and efficiency through a series of State and Federal
management reports.

JAWS produces a variety of notices to TWP participants and/or providers. It also generates
alerts to inform the case manager (CM) of required actions for a particular individual. The goal
of JAWS is to support the efficient and effective management of the TWP, and to expedite the
delivery of services to TWP participants.

TWP File Status

The TWP File Status in JAWS identifies the individual's eligibility, participation, and
qualification for services in a single code. This status determines how JAWS processes the case,
so it is essential that the file status code be correct. An individual can be assigned one of the
following four file status codes:

Hold Status

A hold status is indicated by a code of "H" in JAWS. "H" indicates that there is some activity
that must be completed outside the control of the JAWS system or the case manager, before
TANF processing can proceed. The following conditions can result in the assignment of a hold
status by JAWS:

. The individual has not completed the orientation process.

. The individual has not completed the assessment process.

. Thg i_ndividual has completed assessment and is awaiting assignment to a TANF work
activity.

. The individual has barriers which prevent participation at present time. (DC -

Discontinue Client)
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The component needed to meet the employment or educational goal of the TANF
recipient is unavailable for assignment of this participant, and no employment is
available.

Supportive services (transportation/child care) not available.

JAWS assigns the "H"- hold status in each of these situations without any action by the CM.
However, individuals assigned the "H" file status should be monitored to ensure that the needed
action is completed on a timely basis and that the individual proceeds in the TANF Work
Program. The CM can change an individual's status on-line from “Hold” to another appropriate
file status code via the MPAS screen when the situation causing the hold is resolved. The CM
can also reset the appointment schedule code in JAWS to “ ” blank, by changing the TWP
file status from “Hold” to “Inactive” to “Hold”. This will allow the CM to schedule an
orientation appointment for an individual.

Individuals in the "H"- hold status are counted in the denominator for the participation rate
percentage. The TANF recipient’s 24 and 60-month time limit counters are also being
incremented. Case Management will use the “holding” status only to transition TANF recipients
between allowable work activities. No more than 20% of their caseload may be in a holding
status at any one time.

Active Status

An active status is indicated by an "A" in JAWS. This code may be assigned by JAWS when a
participant is assigned to a component by the CM.

Inactive Status
An inactive status is indicated by an "I" in JAWS. All component activities and authorized

supportive services must be closed before an "I" code can be assigned by the system or the case
manager. JAWS assigns an inactive status code when:

. An individual is determined to be exempt from TWP participation.
. An individual has an outstanding conciliation.
. An individual transferred to another county.
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Individuals in an inactive status are counted in the denominator for the participation rate
percentage.

Closed Status

A closed status is indicated by a "C" in JAWS. This code is used when the TANF case closes
(CL).

NOTE: If the CM adds an unsubsidized component (UNS/TRN) after the case becomes CL, the
file status is changed to “A-Active”. The file status code will change to “C-Close” when the
transitional component is closed.

CASE REASSIGNMENTS, COUNTY TRANSFERS AND CASE CLOSURES

When an individual moves from one county location to another, the case record and the
automated JAWS file must be assigned to the individual's new location. If the individual's new
residence is in a different county, a county transfer is required, if appropriate.

Reassignments

Each county location is served by specific case managers. JAWS supports an automatic process
for the reassignment of the participant to another case manager (i.e., the case closes in JAWS and
re-opens) within a county location. The supervisor may authorize, via JAWS, the reassignment
of the participant, if both case managers involved are under his/her supervision. This type of on-
line reassignments is restricted to relocations within a single county so that the participant's
TANF work activities and component assignments are not disrupted.

County Transfers

When an individual changes his county of residence, a county transfer is required. The
participant's change of address must be recorded in MAVERICS, and passed to JAWS. The
following guidelines should be followed when completing a county transfer:

1. When the participant's county of residence is changed before orientation or assessment is
scheduled, JAWS changes the county location and continues the scheduling process in
the new location.
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2. When the participant's county of residence is changed during orientation or assessment,
the case is assigned to a case manager in the new county location and that case manager
is alerted to the need for follow-up.

3. When an active TWP participant's county of residence changes, the components and
services are closed in JAWS, pending re-evaluation of the individual's circumstances by
the EW in the new county. The participant is re-referred by the EW, if appropriate, and
reinstated in TANF, if qualified.

Case Closures
If the TANF case closes because of earned income:

The CM may continue to monitor the case for transitional transportation or transitional
child care.
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OVERVIEW

This material describes all the functions the DHS county office must perform once the individual
has been referred to the TANF Work Program (TWP).

CASE MANAGEMENT

Case management is the process for coordinating TANF work activity assignments and
supportive services for TANF Work Program (TWP) participants. Case management is the
critical link between eligibility for assistance and full- time employment. The case manager
(CM) is responsible for placing adult TANF recipients in allowable work activities and arranging
supportive services, child care and transportation, when necessary. The top priority of the TWP
is to help individuals become self-sufficient through full-time employment. The CM must
manage his/her existing caseload and new referrals to the TWP to ensure timely placement in
allowable work activities.

The DHS county office will provide case management to the TANF Work Program participant.
Each county office must establish a case management unit. This unit:

1. Provides program orientation for TANF recipients referred to TWP.
2. Assesses TANF recipients’ employability and identifies supportive services needed.
3. Develops (with input from recipients’) employability development plans (EDP) designed

to develop skills, eliminate employment barriers and help TANF recipients become self-
sufficient as quickly as possible.

4. Arranges for any supportive services needed to meet the EDP.
5. Places TWP participants in appropriate, allowable work activities.
6. Updates TWP participants’ EDP as necessary.

7. Conducts the conciliation/adverse action process when TWP participants fail to
participate as required.

8. Maintains requests for fair hearings and TWP exemptions.

9. Ensures that policy changes are received and understood by staff and policy material is

maintained appropriately for quick reference.
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The role of case management is to place and keep adult TANF recipients on a path to self-
sufficiency by assisting them in removing all barriers which prevent attaining full-time
employment.

This is accomplished by placing TWP participants in allowable activities to improve their
readiness for full-time employment and/or developing supportive service resources to assist
participants in removing all barriers to participation.

The following material describes the policy, procedures and expectations for the various services
provided by MDHS to the TANF Work Program participant.

Case Management Principles

Before talking to the TWP participant, the CM should consider his/her own feelings about the
TANF Work Program. The CM should act on the belief that change and development are
possible; help the individual identify goals and set tasks to achieve those goals; establish a
working relationship with the participant; and identify circumstances which affect participation
in the TANF Work Program. The CM must build self-esteem and motivate TWP participants
and help them capitalize on their strengths and abilities. The following principles should be
followed by all case management staff when working with TANF recipients:

1. The needs of individual TANF recipients are unique, wide ranging, and vary over time;
therefore, case management staff must be flexible.

2. TANF recipients can function in the community when provided with support and positive
reinforcement; they should be encouraged to function as independently as possible.

3. TANF recipients should be encouraged to assume active, rather than passive, roles in the
management of their own EDP.

4. Case management is not a time-limited service; it is an ongoing process to provide TANF
recipients with what they need, when they need it, within program limitations.

REGIONAL DIRECTOR
The activities provided for the TANF Work Program participants may include case management,

program components such as education and training, and supportive services. Some services are
provided by other agencies bound through formal interagency agreements with MDHS to

provide component or supportive services to TWP participants.
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Component and service providers may be individuals or agencies. The providers of supportive
services can be further broken down into those that are reimbursed for the services rendered and
those that provide supportive services at no cost to MDHS or the TWP participant. This
provides a network of local resources to:

Ensure that a broad selection of commonly needed services are available to the CM when
the TANF recipient or TWP participant needs them;

Enable the CM to know, in advance, what they can and cannot provide to the TWP
participants;

Empower the CM to “requisition” services and resources across organizational lines; and

Revise traditional methods of operation if they do not work in the best interests of the
TANF recipient or TWP participants they serve.

The regional director or designee is responsible for the coordination with the Child Care
Development Fund (CCDF) Designated Agent to ensure that child care services are provided for
all TWP participants, those individuals transitioning off TANF, and those at risk of becoming
TANF recipients. Child Care for at-risk parents is for very low-income, working families who
are not receiving TANF, need child care in order to work, and would otherwise be a risk of
becoming eligible for TANF.

The regional director or designee will be responsible for ensuring that each county office within
the region is:

Providing case management services, program components such as education and
training, and supportive services for TWP participants;

Developing Community Services and AWEP sites for TWP participants; and
Providing child care and transportation options that may be used by TWP participants.

Resolving in a timely manner any problems between the CM and component/service
providers which may affect the individual’s participation in the TWP.
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Provide direct supervision of job readiness trainers and employment coordinators and
ensure that work activities are coordinated with the county directors. Monitor work
performance and assign other job development/identification duties, as needed, to
enhance the TANF Work Program.

COUNTY DIRECTOR
The county director or designee will:

1. Attend assessment and job readiness sessions, take an active role in encouraging and
coaching individuals with their goal and provide steps toward self-sufficiency.

2. Approve community service placements. Assist with the recruitment of community
service sites, if necessary.

3. Monitor the work activities of the eligibility/case management staff.  This includes
monitoring the participant flow through the work program (Orientation/Assessment, work
activity assignment and the conciliation process). The county director or designee will
ensure coordination of services between the case management staff and
component/services providers.

CASE MANAGEMENT DUTIES

The CM will be under the direct supervision of the case manager supervisor (CMS) which in
some counties will be the county director. The CM will be responsible for assessing TANF
recipients, developing a work plan for individuals participating in the TWP, providing supportive
services to TWP participants and providing transitional services and case management for up to
12 months to TWP participants who lose TANF eligibility because of employment and meet all
other eligibility criteria. The transitional case management services include assisting with
transitional child care arrangements and transitional transportation, referring the individual to
other resource providers (i.e., food, clothing, housing, health and other services), informing the
individual about the availability of and requirements for receiving job retention bonus payments,
and providing counseling to ensure that no problems are present to jeopardize the individual’s
continued employment.

The duties of the county director or designee include (but are not limited to):

1. Supervising the TWP CMs.
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Assuring that enough orientation/assessment sessions and slots are available for TWP
Referrals.

Maintaining the MJCM screen in JAWS by:

Assuring that the CM is available for assessment appointments in JAWS;
Blocking case management assessment appointments;

Updating phone numbers; and

Updating printer ID numbers.

Transferring cases between case managers, immediately, when needed.
Terminating sanctions added in error in JAWS by the CM. This includes:

Monitoring the number of CM errors made each month and counsel with CM to improve
work performance;

Meeting with the job readiness trainer/employment coordinator on a regular basis to
review participation and progress of TWP participants, employment placements, and
employer participation.

Assuring that the case record contains written documentation of reason(s) for removing a
TWP sanction.

Assuring that the TANF Work Program rules and regulations are explained clearly and
accurately to the individual at orientation and assessment.

Maintaining an inventory in JAWS of all component and supportive service providers so
that the CM can refer the participant to components and available services.

Monitoring the CM to ensure that the Caseload Listing Report is being worked
continuously.

Monitoring participant status by reviewing the TANF status, participation code and TWP

appointment schedule code.
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10.

11.

12.

13.

14.

15.

16.

Assessing the TWP file status codes. No more than 20% of the caseload should be in
“holding”. “Holding” should only be used to transition the individual between allowable
activities, when requesting an exemption and setting up a conciliation.

Monitoring the status of attendance entered. Attendance must be up-to-date by the end of
the month for the prior month.

Monitoring component assignments. Job readiness/job search training is limited to six
weeks during each federal fiscal year. AWEP and community service placements are
limited to six months each Federal Fiscal Year. Individuals assigned to these activities
must be assessed at least every 90 days.

Working the TWP caseload if CM is unavailable.

Ensuring that policy and system changes are received, reviewed and understood by staff
members and filed appropriately.

Ensuring that adequate Community Service and AWEP sites have been developed for
TWHP participants by the CM.

Ensuring that resource service providers are available, as needed.

The duties of the CM include (but are not limited to):

1.

Promoting the TANF Work Program to participants, emphasizing personal responsibility
and long-term self-sufficiency.

Identifying and prioritizing the individual's strengths and skills, aptitudes, interests, and
social needs and translate them into realistic goals that will lead to full-time employment.

Referring participants to the local community college for literacy assessment if needed
for job placement.

Working with the participant to develop a plan of action that will lead to full-time
employment, especially when the individual is unsuccessful in finding employment after
completing job readiness/job search.
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

Assisting in removing the barriers (transportation, child care, clothing, housing, etc.) to
help access the resources needed to pursue those goals. The CM is responsible for
ensuring that the TANF recipient or participant receives appropriate services, in a timely
manner.

Monitoring the participant and the service provider to ensure the delivery and continued
appropriateness of services, enabling persons to reduce barriers that interfere with
participation.

Monitoring the participant’s placement to ensure that the individual is attending the
activity as required and making satisfactory progress.

Maintaining a list of available resource providers within the county and surrounding area.
Assigning the TWP participant to the appropriate TANF work activities.

Reviewing and revising the EDP, as necessary, to address participation barriers and
inappropriate component placement.

Conducting conciliations promptly to resolve unsatisfactory participation. The CM wiill
work with the participant to resolve any barriers to participation which contribute to
attendance problems or lack of satisfactory progress in the component.

Determining good cause for failure to participate.

Approving work program exemptions.

Sanctioning TWP participants for non-compliance.

Entering a sanctioned individual’s compliance in JAWS.

Processing changes which may affect the TANF benefits in a timely manner.

Referring fair hearing requests to the MDHS-EA local office.

Acting as a liaison between the TANF Work Program and other human service agencies.

Collecting and reporting individual and participant data (i.e., manual reports and tracking

forms) as required by Economic Assistance.
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20. Maintaining the mandated participation rate. (See Chapter 12)

21.  Coordinating provision of transitional services (child care, transportation and job
retention bonus payments) once the TANF case closes because of earned income.

22.  Providing counseling and resource referral services, as needed, for up to one year after
the TWP participant loses TANF eligibility due to earned income.

23.  Reviewing and working the CM Caseload Listing report to ensure appropriate actions
necessary to assist TWP participants in becoming self-sufficient are taken in a timely
manner.

24.  Reviewing system alerts and ticklers on a daily basis and taking appropriate actions.

25.  Notifying OCY Designated Agents timely when a TWP participant needs child care
assistance, a change in child care services is necessary or termination of child care
services is determined.

Managing the TWP Caseload

Eighty (80) percent of case management’s active TANF caseload must be assigned to allowable
work activities. Case management will use a “holding” status only to transition participants
between allowable work activities. Case management will complete an assessment of each
TANF recipient within fifteen (15) days after approval of TANF benefits.

NOTE: These individuals should appear in JAWS on the following day. (If the individual does
not appear in JAWS, submit the problem to the Help Desk.) The CM must schedule an
assessment appointment for the individual in JAWS. (Refer to Chapter 8, Referral to the TANF
Work Program for additional information.)

Following the development of an employability development plan (EDP) for each individual and
identification of required supportive services, if needed, first priority will be assigning
participants to job readiness/job club/job search activities. Case management will ensure
attendance data is entered into JAWS timely to ensure continuity of supportive services and work
activity credit is calculated in the state’s participation rate.
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JOB READINESS TRAINER

The job readiness trainer will be under the direct supervision of the regional director; however,
work activities must be coordinated with the county directors. The job readiness trainer will
work areas assigned by the regional director and will be willing to travel outside the region as
needed. The job readiness trainer’s work performance will be monitored by the regional director
and other duties may be assigned, as needed, to enhance the TANF Work Program. The job
readiness trainer will perform and render the following services for the TANF Work Program:

o Review each participant’s case record and become familiar with the household
composition, EDP, participation barriers, grade level, work history, component
assignments, etc.

o Complete a participant profile sheet, based on the case review, for each
participant scheduled to attend job readiness training.

o Interview each participant, within three days of beginning job readiness training,
to assess areas of employment interest, strengths and weaknesses toward
employment, etc.

J Coordinate with case management to ensure TWP participants’ transportation and
child care needs are met, if necessary.

o Provide a minimum 80-hour structured job readiness training curriculum in a
classroom setting preparing TWP participants to obtain and retain
employment. Program activities must contain the following elements:

individual assessment
job readiness/life skills
job search/job club
enhanced job readiness

Avreas/topics to be incorporated in the above elements should include, but are not
limited to the following:

interviewing techniques application process

self-esteem money
management/budgeting/banking appropriate dress//hygiene/grooming
nutrition/shopping tips employer expectations
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10.

11.

12.

13.

14.

15.

work ethic

Make curriculum enhancements to meet the local area’s needs and specialized labor
market conditions.

Provide job club/job search activities in conjunction with basic job readiness training.
Job club will consist of more advanced interviewing techniques such as role-playing,
mock interviews and telephone techniques. Encourage group interaction by sharing job
seeking/interviewing experiences.

Coach participants in developing job leads using yellow pages, classified ads and other
sources of information.

Provide individual counseling for participants experiencing trouble obtaining
employment focusing on participants’ strengths and weaknesses.

Assist the employment coordinator with scheduling interviews.
Provide an overview of the following services available to TWP participants:

Child Care Advanced Earned Income Tax Credit (EITC)
Transportation Earned Income Disregards
Work-Related Expenses Participation Stipend
Transitional Benefits:
Child Care Case Management Services
Transportation Job Counseling Services

Assist, if needed, in the development of AWEP/community service slots based on the
skills/experience needed by participants to obtain on-the-job training to improve their
employability in the competitive job market.

Actively participate in weekly staff meetings with case management and employment
coordinators and make individual recommendations for continued job readiness training
or assignment to a more suitable/realistic work activity.

Refer all incidents of noncompliance to case management for conciliation.

Exercise tact, patience and discretion in communicating and dealing with individuals
with a variety of ethnic, social or educational backgrounds.
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16.  Perform other duties as needed to enhance the TANF Work Program.
EMPLOYMENT COORDINATOR

The employment coordinator will be under the direct supervision of the regional director;
however, work activities must be coordinated with the county directors. The employment
coordinator will work areas assigned by the regional director and will be willing to travel outside
the region as needed. The employment coordinator’s work performance will be monitored by
the regional director and other job development/identification duties may be assigned, as needed,
to enhance the TANF Work Program. The employment coordinator will perform and render the
following services for the TANF Work Program:

1. Plan, develop and execute a program to identify employers willing to hire TWP
participants.

2. Contact employers in person, by telephone, or in group sessions to learn their hiring and
training needs.

3. Educate employers on the advantages of hiring TANF recipients to include:

e Federal Work Opportunity Tax Credit (WOTC).
e Employer-Sponsored Child Care Tax Credit.

4. Maintain an area-wide inventory of interested employers and available jobs for TWP
participants by meeting and networking with business and industry leaders in the
community.

5. Give special care to match employers’ needs with TWP participants’ skills and abilities.

6. Document all follow-ups with employers regarding participants’ interviews and job
performance.

7. Maintain a tracking log of all contacts made with employers, participants/employees and

case management staff. The log should reflect the date of the visit/contact and comments
pertaining to the contact. If possible, visit with employees biweekly/monthly at the job
site.

8. Follow-up immediately with the employer, and be available for counseling, upon
notification of problems or concerns expressed by the employer or the employee.
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9. Work closely with the job readiness trainer to ensure awareness of local employer-
specific needs, requirements and potential job opportunities, as well as to identify skills
and abilities of participants.

10.  Review participant profile sheets, provided by the job readiness trainer, and become
familiar with each participant’s situation, i.e., household composition, EDP, employment
barriers, grade level, work history, component assignments, etc., to assess strengths and
weaknesses toward employment.

11.  Actively participate in the job search portion of job readiness training by assisting in the
areas of job interviewing, conduct, responsibility, cooperation, personal appearance and
attitude.

12.  Schedule interviews with employers.

13.  Actively participate in weekly staff meetings with case management and job readiness
trainers to discuss participant progress and make recommendations for enhanced job
readiness training or assignment to more suitable/realistic work activities.

14. Mentor participants during structured job club/job search activities.

15. Inform participants about the benefits of the Advanced Earned Income Tax Credit
(EITC).

16.  Assist, if needed, in the development of AWEP/community service slots based on the
skills/experience needed by participants to obtain on-the-job training to improve their
employability in the competitive job market.

17. Identify and provide resources and assistance in removing or reducing barriers to meet
employment goals.

18. Make employment referrals (arranging interviews, accompany participants, etc.) to local
businesses and industries for possible job placement.

19. Report job placements to case management and assist with employment verification.

20.  Address the number of work hours, if a reduction in work hours occurs, to determine the
reason and notify the case manager accordingly so that appropriate action can be taken.
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21. Report incidents of noncompliance to case management.

22.  Exercise tact, patience and discretion in communicating and dealing with individuals with
a variety of ethnic, social or educational backgrounds.

23.  Perform other assigned duties as needed to enhance the TANF Work Program.

Refer to Chapter 10, Supportive Services, for the employment coordinator’s role and

responsibilities when a TANF case closes due to earned income or loss of the total earned
income disregards.
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OVERVIEW

This material describes the automated TANF and TWP system transactions. This material also
includes a discussion on the MAVERICS/JAWS interface and system security.

The Mississippi Application Verification Eligibility and Reporting Information Control System
(MAVERICS) is the statewide automated on-line system that supports Mississippi’s TANF
eligibility, Food Stamp Program and some TWP-related functions. The Jobs Automated Work
System (JAWS) is the statewide automated on-line system that supports the TANF Work
Program (TWP) for tracking the individual in work activities and paying for supportive services.
MAVERICS and JAWS also support the collection of data for Federal and State reporting.

EXCHANGING INFORMATION

There is an electronic exchange of information between MAVERICS and JAWS. After the
initial referral from MAVERICS is accepted by JAWS and the TANF case is established for the
TWP, the two systems continue to exchange data overnight on a daily basis. This daily
overnight communication is required to ensure the information about a TANF recipient
participating in the work program is consistent, correct, and up-to-date.

On a daily basis:

e MAVERICS sends to JAWS any changes in the individual’s eligibility for benefits which
may affect participation in the work program. This exchange of information includes the
individual’s eligibility status, results of exemption and fair hearing requests.

e JAWS sends to MAVERICS any changes in data which may affect the individual’s
eligibility for TANF, including changes in demographic data and/or employment status,
information related to a sanction, compliance for non-cooperation, and requests for
exemptions and fair hearings.

Accurate and timely communication, whether written, oral, or electronic, is critical to the
effective operation of the TWP. The eligibility worker or case manager will provide through the
MAVERICS/JAWS interface (or on paper) any information that will affect the individual’s
TANF benefits, supportive services and ability to participate in the TANF Work Program.
Examples include:

e Participant becomes exempt or non-exempt
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TWP participant is requesting an exemption

TANF recipient is employed

Case closed because of earned income (transitional child care, transitional
transportation and job retention bonus payments)

Case closure, other reasons

Change in address

Results of fair hearings and exemption requests

A sanctioned TWP participant wishes to comply
TWP Component providers and employers will report to MDHS any information which will
affect the TWP participant’s benefits, supportive services, or participation in the TWP. For
example:

e Participant becomes employed

e Change in employment

e Decrease/increase in wages or other income

e Change in address

e Family member(s) moves in or out of home

e Change in school attendance of a minor volunteer

e Unsatisfactory attendance in assigned TWP component

e Change in supportive service (transportation and child care) arrangements

e Change in scheduled hours for component assignment or employment
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Once the information becomes known by the component provider or employer, the information
must be reported to MDHS within five working days.

JAWS/MAVERICS INTERFACE

JAWS/MAVERICS Transactions

MAVERICS transmits new referrals and updates information for previously referred individuals
to JAWS nightly using a batch process. Information that requires TANF case benefit
authorization will not be referred to JAWS until TANF authorization occurs.

The following transactions will come over to JAWS from MAVERICS on their Effective Date.
In order for these transactions to come across to JAWS, TANF benefits must be authorized in
MAVERICS.

e Initial referrals

Re-referrals/reinstatements

TANF Participation Code (IN, OU) changes

TANF Program Status (CLosed, OPen, or REceive) changes

TANF closures

NOTE: Closures which are “back dated” in MAVERICS will be processed overnight in JAWS.

EXAMPLE: If, on January 17, 2006 the TANF case erroneously closes in MAVERICS
with an effective date of December 2005, the closure will process

overnight and appear in JAWS on January 18, 2006.)

e County transfers

e TWP Program Status codes (NE, EV, SM, MV, WH, WP, WL, JB, JF, JJ, JK, JL and
JV)
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TANF Case Closure

If a case closes in MAVERICS on the 17" of the month, JAWS does not process the closure until
the last day of the month. If the case is still closed (MAVERICS has not sent another
transaction to open the case) on the last day of the month, JAWS will process the closure and
close the case and TWP component. If the case is reinstated in MAVERICS after JAWS has
received the closure, MAVERICS will send the reinstated referral overnight to JAWS.

NOTE: There is not an automatic process that “pops open” a TWP component that was
automatically closed by a MAVS/JAWS interface. If the case is reinstated and the
individual remains in his/her work activity, the case manager must enter any outstanding
attendance for the closed component, add a new component in JAWS and continue to
track the individual.

Other Data Exchanges

The following transactions will come Overnight in JAWS from MAVERICS. (If the case is
open.)

e Address changes

e Last grade completed

e Enrollment in school

e Exemption/fair hearing requests and determinations
JAWS transmits new TWP data and updates to information on individuals previously referred to
the TWP. When MAVERICS receives the new or updated information from JAWS,
MAVERICS creates an alert to the EW of changes reported by JAWS which may affect TANF
eligibility. The case manager (CM) or EW will review and update the information.
Although JAWS cannot update data which is primarily owned by MAVERICS (i.e., address
change, employment information and employer data, change in date of birth for a child included

in the TANF budget, etc.), certain functions performed in JAWS by the CM will affect the
participant’s TANF and Food Stamp benefits in MAVERICS:

e The JAWS conciliation process will cause MAVERICS to automatically FREEZE and
CLOSE (if a sanction is to be applied) the individual’s TANF case, and possibly FS.
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e TWP participants are required to participate in an allowable work activity whenever they
become “work ready”. “Work ready” means that the person is ready to be assigned to a
work activity, not necessarily ready for paid employment or job training. JAWS
monitors attendance on TWP participants monthly and determines whether or not a TWP
participant is meeting the monthly federal participation requirement. If the participant is
assigned to an allowable component in JAWS, MAVERICS will not increment the
participant’s 24-month counter.

There are two data elements which are co-owned by MAVERICS and JAWS, the last grade
completed and the enrolled in school indicator. These two data elements may be updated in both
systems.

JAWS Appointment Notices

The CM should not perform any function which will generate a notice (i.e.,
orientation/assessment or conciliation appointments) in the JAWS system on Friday, Saturday or
Sunday. The MAVERICS/JAWS interface jobs do not run on the weekend and notices are not
printed until the following Monday.

EXAMPLE: If a conciliation appointment is entered on Saturday, the notice will not be printed
until Monday night, and the conciliation request will not go to MAVERICS until
Monday night.

It is imperative that we do as much as possible to keep the number of days between requesting
the conciliation in JAWS and MAVERICS sending the individual the closure notice in sync.
Also, we must allow adequate mailing time for the participant to receive the JAWS appointment
notice and meet the 10-calendar day appointment deadline.

Resolving Conciliations
Whenever the CM schedules conciliation, one of the following situations may occur:

1. The participant comes in within the 10-calendar day conciliation period and complies.
No sanction is applied if good cause is determined.

NOTE: Whenever possible the CM should see the participant and send a compliance before the
10th day. If the compliance is sent on the 10th day, MAVERICS auto-closure will close a TANF
case prior to processing the compliance sent by JAWS.
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If thelOth day falls on Saturday or Sunday and the participant comes in on Monday, the
supervisor should “ER” the conciliation and allow the participant to comply. Whenever
“ER” is used, the supervisor must file written documentation of the reason for the use of
this code in the participant’s records.

2. The participant does not comply and the case closes for non-compliance. The
participant’s case will close but the CONCILIATION will remain “OPEN”
(unresolved). Although JAWS will not process the case closure until the effective date,
the CM will not be able to resolve a conciliation once the 10 day period has expired (i.e.,
MAVERICS closes the case on June 10, 2005, effective for July 1, 2005. JAWS will
process the closure and display it on June 30, 2005. JAWS will not allow the CM to
resolve the conciliation on June 11, 2005). The participant must serve the sanction
period before complying. When the individual serves the sanction period and reapplies
for TANF benefits, MAVERICS will refer the “RECEIVE” status to JAWS. The CMS
must not use “ER” or “CN” to resolve this conciliation. The individual must be
referred by the EW to the TANF Work Program to complete orientation.

3. If MAVERICS has the case “FROZEN” for another reason (case closure request, etc.) or
if the EW works the case during the 10-calendar day conciliation period, MAVERICS
will not process the conciliation sent by JAWS.

a. The following may occur if the TANF case closed for a reason other than the
conciliation (request from the individual, etc.):

1. The participant will not receive a sanction.

2. The individual who received the conciliation will be flagged by
MAVERICS to alert the worker if the individual reapplies for TANF.

3. The participant’s case and CONCILIATION record will be closed.

4. JAWS will display “CL” for the TANF Program Status code on ICLI
and “CL” for the Conciliation Resolution code on WCOR.

If the individual reapplies for TANF benefits, using MDHS-EA-319, the
EW will manually refer the individual to the CM to comply. The CM will
allow the individual to comply off-line; complete MDHS-EA-319; and
return the form to the EW.
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MAVERICS will not send the “RECEIVE” Program Status to JAWS if the
individual does not have an outstanding sanction record for TANF. MAVERICS
will send the “OPEN” status to JAWS once the TANF case has been approved.

b. If the case does not close, JAWS will have an “OPEN” case and a
CONCILIATION RECORD that will remain “OPEN” after the 10 days expire.
If the participant needs to be sanctioned, the supervisor may “CANCEL-CN” this
record and allow the CM to schedule another conciliation. A new conciliation
record must be added in order to sanction the participant.

JAWS will display “OP” for the TANF Program Status code on ICLI and the
Conciliation Resolution code field will be blank ( ) on WCOR. See Chapter
12, Open TWP Cases with Expired Conciliation Report.

Exemption Requests

Note: If the worker has access to JAWS and MAVS, an exemption should be processed in
MAVS instead of JAWS.

If the recipient requests an exemption from the case manager (CM), the CM may enter the
request in JAWS or MAVERICS. An exemption request in JAWS can be created two different
ways:

1. If a conciliation record exists and the individual requests an exemption within the 10-
calendar day time frame, the CM may enter the exemption request in JAWS on the
existing conciliation record. MAVERICS will change the program status from
“FROZEN” to the previous program status.

e If the individual is approved for exemption, the EW will enter the exemption code in
MAVERICS. MAVERICS will send JAWS the exemption code “EX” to resolve the
conciliation.

e If the individual is denied the exemption, the EW must enter the denial code in
MAVERICS. MAVERICS will pass the exemption results to JAWS. The EW will close
the case with a notice which has the same conciliation/closure reason as the original and
MAVERICS will apply the sanction.
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2. If the CM requests an exemption, without an existing conciliation record, JAWS will
create a conciliation record for the exemption request. However, MAVERICS will not
place the individual’s benefits in a frozen status when this situation occurs.

e If the individual is approved for exemption, the EW will enter the exemption code in
MAVERICS. MAVERICS will send JAWS the exemption code “EX” to resolve the
conciliation record created for the exemption request.

e If the individual is denied the exemption, the EW must enter the denial code in
MAVERICS. MAVERICS will pass the exemption results to JAWS. The individual
must then participate in TWP or receive a sanction. The CM may schedule the individual
for orientation/assessment or assign the individual to an activity. If the individual fails to
cooperate, a sanction must be applied.

County Transfers

When a case is transferred to another county, the individual will appear on the new county’s
Case Manager’s Caseload Listing report. The individual will be assigned to the previous CM or
the CM ID number will be “blank”. The CMS in the new location must review the caseload
listing report and reassign the individual to a CM in the new location. The individual will remain
assigned to the CM in the previous county until he/she is re-assigned to a CM in the new county.
The CM in the previous county will receive alerts for this individual until the CM transfer
process has been completed in the new county.

NOTE: Upon receipt of the Case Manager Caseload Listing report, the supervisor will review
for blank 1D numbers and reassign immediately to the new CM.

SUBMITTING PROBLEMS TO THE HELP DESK

When submitting a problem to the Help Desk, please indicate whether this is the FIRST,
SECOND or THIRD request for that case and specific problem. Allow a reasonable time for
resolution before making the second/third request. Please coordinate requests within your
county or supervisory unit so that duplicate requests are not submitted for the same case
problem. Be sure that the JAWS and MAVERICS cases have been reviewed to identify and
resolve any possible case and policy inconsistencies before requesting Help Desk assistance. The
supervisor should review and approve all requests before they are submitted to the Help Desk.
Requests without adequate explanation of the problem will be returned to the sender.
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Deleting Attendance Due to Incorrect Data Entry

The Help Desk will not delete data for any week for which any payment has been made, even
when it is discovered that attendance was omitted or entered incorrectly. The CM must strive to
enter attendance timely and accurately. Failure to enter attendance timely and accurately
may cause the participant to lose TANF benefits.

SYSTEM SECURITY GUIDELINES

The CM has access to JAWS and/or MAVERICS and it is imperative that MDHS protects the
integrity of these systems. Refer to discussion of systems security under IEVS in Chapter 4.

1. Computer system access shall be granted to authorize system users by Economic
Assistance/State Office upon receipt of a properly completed System Access Form.

e MAVERICS Security Access - Mississippi Form MDHS-MIS-01 and MDHS/MIS
Confidentially Information Agreement

e JAWS Security Access - Mississippi Form MDHS-MIS-03 and MDHS/MIS
Confidentially Information Agreement

2. System users are identified by their User-ID and Password which are to be used
exclusively by that individual. This information will be mailed directly to the user in an
envelope marked “Confidential-To Be Opened by Addressee Only”. Under no
circumstances will User-ID’s be issued over the telephone.

3. Whenever a User terminates his/her employment, the County Director or designee must
complete the appropriate form (MDHS-MIS-01 or MDHS-MIS-03) and forward it to
Economic Assistance/State Office.

4. Under established security policies, users are prohibited from:

e Providing their User-1D and Password to another user.

e Signing onto the system using their User-ID and Password to allow another person to
enter data for them.

e Enter data using another employee’s User-1D and Password.
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5. No one shall be allowed to maintain a list of User-ID’s and Passwords.

6. The system will automatically require system users to change their CSSN Password every
(30) days. User Passwords may also be changed any time at the discretion of the user.
Passwords must be a recognizable eight (8) character word, which includes at least one
number. The security system will retain the last eight (8) user Passwords issued/changed.
Use of family member names and/or rotation of previously used Passwords are highly
discouraged.

7. System users must notify the System Security Administrator (MIS Director) or the MIS
Systems Security Officer immediately upon suspicion that their User-ID and Password is
being misused.

8. System users must log off their computer terminal or PC when they are away from their
workstation for breaks, lunch, meetings, etc.

9. System users must keep areas around computer equipment free of damaging materials.
There shall be no eating or drinking on or over the keyboards, terminals or printers.

10.  System users shall take every precaution to ensure computer equipment assigned to them
is protected from unauthorized use.

11.  System users should cease the input of data immediately if any abnormal processing
occurs to avoid possible corruption of case data being entered. In these situations,
assistance should be obtained from Help Desk staff.

12.  System users must secure and safeguard confidential reports and other sensitive materials
in accordance with established agency policy and procedures.
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ABSENT PARENT (AP)

The parent of a child who is not in the home fulfilling the parental role. This is the parent who is
referred for child support enforcement. See Chapter 3, Child Support.

ACCRUAL RIGHTS

The applicant’s right to a money payment. This right accrues on the date on which the money
payment is authorized or the 30" day following the date on which a valid application form was
received, whichever comes first. See Chapter 7, Disposition of the Application, and Accrual
Rights of the Recipient.

ADVANCE NOTICE

The requirement that the Department give 10 days’ advance notice to a recipient of the decision
to decrease assistance, to terminate assistance for one or more, but not all individuals in the
TANF budget, or to terminate assistance completely. The 10 days are to be counted beginning
with the date of printing/mailing of the notice and must expire prior to the first day of the
effective month. This refers to calendar days, not working days. See Chapter 7, Advance
Notice.

ADVERSE ACTION

Action taken to terminate or reduce a participant’s benefits or supportive services. See Chapter
11, Conciliation, Good Cause and Adverse Action.

ALIEN

An individual who is not a citizen of the United States, whether or not in the country legally.
Most aliens are not eligible for assistance after their first five years in the country and must be
carefully evaluated for eligibility determination. See Chapter 3, Citizenship and Alienage.

ALTERNATIVE WORK EXPERIENCE PROGRAM (AWEP)

A work activity in which individuals perform work for private non-profit entities for no cash
payment, in order to receive current work skills and/or experience. The target population of this
work activity is individuals who have not attained employment and need additional training/work
experience to improve their employability skills. Placements are limited to six months in a
federal fiscal year and must be reviewed by the CM every 90 days. See Chapter 9, Coordination
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of Activities.
AMERICORPS - Also see Volunteers In Service To America (VISTA)

A network of local, state and national volunteer service programs in intensive service to meet our
country’s needs in education, public safety, health, and environment.

ANNUALIZE

To convert money received from contract work or self-employment to a level monthly amount
by averaging over the year. See Chapter 4, Earned Income to be Averaged.

AP - See Absent Parent.

APPLICANT

An applicant is an individual who has made application for economic assistance to the county
office of the Department of Human Services and whose application has not been disposed of by

appropriate county action. The parent or other relative with whom the child will live must be the
applicant on the child’s behalf. See Chapter 7, Definitions.

APPLICATION
An application for TANF is made by an individual signing the agency application form, MDHS-
EA-900, page 1. A valid application must consist of the client’s name, address and signature.

The application may be the first formal request made for assistance or may be a subsequent
request, which is referred to as a re-application. See Chapter 7, Definitions.

APPLICATION PROCESS

The application process consists of all activities from the time an application is accepted until the
payment or notice of denial is mailed to the applicant. At any point in the application process,
the applicant may decide to withdraw his request. See Chapter 7, Definitions.

APPROPRIATE CHILD CARE

Suitable and affordable child care that is available within a reasonable distance from the
individual’s home or work site. See Chapter 10, Supportive Services.
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ASSESSMENT

An interactive interview process to determine the individual’s employability; and establish an
Employability Development Plan (EDP) that identifies his/her employment or educational goals,
the TWP work activities that can help the participant achieve his/her goal and any supportive
services needed to facilitate the EDP. Assessment is a continuous process. The CM must assess
the individual’s participation in the TWP to ensure the individual is participating satisfactorily
and making progress in his/her assigned activities. See Chapter 7, Assessment.

ASSISTANCE HOUSEHOLD

A household in which all members are included in a TANF money payment budget. See
Volume V, Chapter 7, Categorically Eligible Households.

ASSISTANCE UNIT (AU)

The assistance unit is defined as all individuals who must be included in the TANF budget
group. The assistance unit was formerly called the standard filing unit (SFU). See Chapter 3,
Assistance Unit Concept.

AU - See Assistance Unit.

AUDIT -To examine and check. See Chapter 1, Disclosure for Audit Purposes.

AUTHORIZATION

Authorization is an official act, usually performed by the county Economic Assistance
Director/Supervisor, certifying as to the eligibility or continuing eligibility of any assistance
payment group. The authorization requests the issuance of a money payment and authorizes the
expenditure of public tax funds. See Chapter 7, Standard of Promptness.

AWERP - See Alternative Work Experience Program.
BARRIERS
Circumstances in the individual’s life that may prevent his/her participation in the TWP. Case

managers should work with the individual to remove these barriers through the provision of
supportive services, strategic component assignments and other assistance. See Chapter 8,
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Barriers to Participation.

BATCH PROCESS

A computer term. Information gathered into a group and held for processing at a later time.
BENEFIT MONTH

The month for which the TANF money payment is paid.

BP - See Bus Pass.

BROAD-BASED CATEGORICAL ELIGIBILITY (BBCE)

BBCE households are not subject to a resource test. All households are considered to be broad-
based categorically eligible, with the following exceptions: (1) households containing a member
currently disqualified for Intentional Program Violation (IPV); (2) households with a member

convicted of a drug felony. Resources of all members of such non-BBCE households must be
verified and tested. See Chapter 5, RESOURCES.

BUDGET

The calculation of eligibility and benefit amounts based on family size, income and expenses.
Most budgets are done in the computer, but paper budgets are available for use as needed. See
Chapter 6, Budgetary Process.

BUDGET GROUP

The people being included in the household size for determination of eligibility and benefits.
SSl individuals are not a part of the budget group for TANF. See Chapter 6, Number of Budget
Groups.

BUS PASS

One of two modes of transportation offered to TWP and TT participants. Bus Passes are the first
method of transportation to consider for participants who live in areas where transit systems are
available. Bus Passes are purchased with TANF funds and issued by the case manager. See
Chapter 10, Supportive Services.
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CAA - See Community Action Agency.
CARETAKER RELATIVE

A caretaker relative, or grantee relative, is a parent or other adult relative within the specified
degree of relationship who is 18 years old or older and who exercises control and supervision
over the assistance child(ren). The caretaker relative is always the legal parent when the legal
parent is in the home. The caretaker relative is the individual who signs the required agency
Forms and is responsible for reporting changes in the family’s situation. Except for protective
payment and emergency situations, the money payment is issued in the name of the caretaker
relative. This individual is also referred to as the grantee relative, P1 or payee of the case, and
may be a needy caretaker or a non-needy caretaker. See Chapter 3, Choice of Caretaker
Relative.

CASE HEAD

The individual in whose name application is made for participation in the program. This is the
individual who is the specified relative. Only the case head (also called the payee, PI, caretaker
relative or grantee relative) may be interviewed and sign agency forms, as there is no authorized
representative provision for TANF. See Chapter 3, Specified Degree of Relationship, Choice of
Caretaker Relative, and Choice of Needy Caretaker Relative.

CASE MANAGER (CM)

Case manager is the individual who works directly with the TWP participants to provide support,
encouragement and assistance in management without promoting dependency. The case
manager is the driving force in the family’s quest for self-sufficiency and should be an effective
role model for communication, conflict resolution and negotiation. Work tasks include
completing the intake process, gathering data for making case decisions; explaining TWP;
developing an EDP; arranging supportive services; making work activity assignments; referring
to other service providers; monitoring and coaching to assure compliance with TWP and lead to
full-time employment. The case manager works as a professional partner with the participant.
See Chapters 8, 9, 10, 11 and 12.

CASE MANAGER SUPERVISOR (CMS)
The Case Manager Supervisor is the individual responsible for providing administrative

technical assistance to the CM; monitoring the CM’s caseload; and assuring that the CM follows
the policy and procedures of the TANF Work Program. See Chapter 12, TANF Work Program
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Reports.
CASE RECORD

The physical record consisting of a folder containing forms, documents and other verification
materials to support eligibility and benefit decisions. See Chapter 1, The Case Record.

CASH RESERVE

The resource readily available to the TANF family, such as actual cash money or bank accounts.
See Chapter 5, Resources to be Included and Resources to be Excluded.

CCDF - See Child Care Development Fund.

CFR - See Code of Federal Regulations.

CHILD CARE

A supportive service payment for dependent child care expenses. Child care may be paid, if
needed for TWP participants who are satisfactorily participating in an approved TWP work
activity. See Chapter 10, Child Care Services.

CHILD CARE DEVELOPMENT FUND (CCDF)

Subsidized child care authorized by the PRWORA to assist low income families in obtaining
child care so they can work or attend training/education. This is how TWP child care and TCC
are funded. See Chapter 10, Supportive Services.

CHILD SUPPORT

Support payments ordered/paid by non-custodial parents to support their children, and provide
them with a sense of family, social and financial security and help families to become less
dependent on public assistance. The PRWORA requires all applicants for and recipients of
TANF assistance to assign their support rights to the State and to cooperate with the State in
establishing paternity and obtaining support. See Chapter 3, Child Support.

CITIZENSHIP

The status of being a citizen. Federal statute requires that an individual be a citizen of the United
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States or an alien admitted for permanent residence in order to receive public assistance. See
Chapter 3, Citizenship and Alien Status.

CLAIM - See Improper Payment.

CM - See Case Manager.

CMS - See Case Manager Supervisor.

CODE OF FEDERAL REGULATIONS (CFR)

The multiple volume document that contains the regulations for all federally authorized
programs. See Chapter 1, General.

COLLATERAL CONTACT

An individual outside the household who may be contacted to provide eligibility information.
Also the act of making this contact. Collateral contact may be used to verify certain information
given by the client, especially regarding household size composition and residence. Collateral
contacts must be fully documented in the case record.

COM - See Community Service.
COMMON LAW MARRIAGE

A common law marriage which was entered into prior to April 1, 1956 in Mississippi, is legally
binding as one established by statutory ceremonial marriage, provided both parties were free to
contract to marry, the parties agreed to become husband and wife, and the parties lived and
cohabited together in Mississippi as man and wife, openly proclaiming their marital relationship.

COMMUNITY ACTION AGENCIES (CAA)

Community Action Agencies are non-profit organizations which were officially designated as a
community action agency or a community action program under the provisions of Section 210 of
the Economic Opportunity Act of 1964. The purpose of the CAA is to bring public and private
resources and expertise together to make people self-sufficient and eliminate the causes and
effects of poverty.
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COMMUNITY SERVICE (COM)

Community Service is a work activity in which individuals, not otherwise able to obtain
employment, work for public entities for no cash payment to improve their employability skills
to help them move promptly into regular public or private employment. Community Service
providers must be approved by the county director. Community Service placements are limited
to projects that serve a useful purpose in fields such as health, social services, environmental
protection, education, urban and rural development and redevelopment, welfare, recreation,
public facilities, public safety, and child care. Community Service also includes work associated
with refurbishing publicly assisted housing. Placements should only be made if sufficient private
sector employment is not available. The maximum number of hours in any month that a
participant may be required to work is based upon the size of the family’s assistance grant.
Placements are limited to six months per federal fiscal year and must be reviewed by the case
manager every 90 days. See Chapter 9, Coordination of Activities.

COMPLIANCE

When a participant satisfies the request, demands and/or requirements of the TWP. See Chapter
11, Compliance Prior to Case Closure, and Compliance After Case Closure.

COMPONENT

A structured, regularly scheduled work activity for TWP participants. See Chapter 9, Program
Components.

CONCILIATION

An informal conflict or grievance resolution process; it is available so that TWP participants and
case managers can resolve problems concerning TWP participation or progress outside of the
formal grievance process. See Chapter 11, Conciliation.

CONCURRENTLY

Occurring or existing at the same time, such as job readiness/job search. See Chapter 11, Job
Readiness/Job Search.
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CONSECUTIVE

Following one after the other in order without interruption. See Chapter 9, Job Readiness/Job
Search.

CONTINUED ABSENCE

A child may be considered deprived for the reason of continued absence when one or both legal
parents is absent from the home. The parent may be divorced, separated, or the father was never
married to the mother even though paternity was established for one or more of the children. See
Chapter 3, Continued Absence.

CONTRACTOR

Individual or entity that contracts with a sub-grantee to provide job placement services or
supportive services for TANF participants in a certain geographic area. A contractor may also be
called a local service provider. See Chapter 1, Guidelines for TWP Contractors, and Chapter
10, Supportive Services.

COOPERATION

When the TWP participant satisfies all program requirements. See Chapter 9, Satisfactory
Participation.

CP - See Custodial Parent.
CUSTODIAL PARENT (CP)

Child support term used to refer to the parent with the actual custody of the child, generally our
client as opposed to the AP. See Chapter 3, Child Support.

DA - See OCY Designated Agent
DEA - See Division of Economic Assistance.
DEDUCTION

A standard amount or actual expense paid by the client that is subtracted from the family income

in determining eligibility and benefits. See Chapters 4, 6 and 7.
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DEPENDENT CARE

Money paid to someone outside the household to care for a child or incapacitated adult in order
for the parent /caretaker to work, look for work, or attend classes preparing for employment.
See Chapter 10, TANF Child Care Services.

DEPENDENT CHILD

For TANF purposes, a dependent child is a child under the age of eighteen (18), regardless of
marital status, who is living with a parent or other caretaker relative in a place of residence
maintained as his/her or their own home. See Chapter 3, Dependent Child, Individuals to be
Included in the Assistance Unit, and Age.

DEPRIVATION

In order to qualify for TANF, a child must be deprived of care and support of one or both
parents. There are four major deprivation reasons: death, incapacity, unemployed parent and
continued absence. See Chapter 3, Deprivation.

DESIGNATED AGENT - See OCY Designated Agent.
DISABLED INDIVIDUAL

Individuals in a household that receive payment from any of several sources for some
incapacitating health problem are considered disabled and are often eligible for certain special
considerations in determining eligibility and benefits. For TANF, any individual who claims to
be disabled but is not receiving a payment may be evaluated through the medical review
process to determine if the individual will be considered disabled. Generally, receipt of SSI,
Social Security Disability or 100% VA disability establishes incapacity. Other situations require
the medical review process. See Chapter 3, Deprivation.

DISQUALIFICATION

Whenever an applicant for or recipient of assistance refuses or fails to cooperate with various
eligibility requirements without good cause, that individual is subject to a penalty. The penalty
may be a full case situation, which closes the program, or may involve disqualifying the non-
cooperative individual while continuing to count the individual’s income and resources in the
case. See Chapter 3, Non-Financial Criteria and Chapter 11, Adverse Action.
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DISTANCE LEARNING

Computer based educational activities that provide formal training during which the student is
not in the same physical location as the instructor. Course work is completed online through an
accredited educational institution or internet-based provider.

DIVISION OF ECONOMIC ASSISTANCE (DEA)

The MDHS division that administers SNAP, TANF, TWP, Transitional Services, Abstinence and
Healthy Marriage Education, Nutritional Education, and Food Distribution. See Chapter 1,
General.

DOCUMENTATION

Refers to written statements or documentary evidence in the case record or in MAVERICS that
report information given by the client or online information acquired from other sources, and
support decisions made by the worker based on the information in the case record and system.

See Chapter 3, Verification and Documentation, Volume X, Chapter 4, Notices/Case
Documentation.

EARNED INCOME

Money obtained by an individual’s own effort, such as wages, salaries, commissions, and self-
employment income. See Chapter 4, Income.

EC - See Employment Coordinator.
ELDERLY INDIVIDUAL

An individual age 60 or above, including individuals who will reach age 60 before the end of the
application month. See Chapter 3, Age 60 and Over (JA).

ELIGIBLE RECIPIENT

An individual qualifying for a money payment. The number of adults who may be included as
eligible recipients in a TANF grant is limited to those who qualify according to the definition of
who must be included in the AU, i.e., the child’s non-SSI parent or parents when both are in the
home or no more than one needy caretaker relative when the child does not live with a parent.

See Chapter 3, Assistance Unit Concept.
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ELIGIBILITY FACTOR

Any of several criteria that must be met in order to receive assistance. See Chapter 3, Summary
of Eligibility Criteria, Chapter 4, Income and Chapter 5, Resources.

ELIGIBILITY WORKER (EW)

The individual who determines eligibility for TANF, TWP and SNAP. For the TWP the EW
determines time limits for and exemptions from the program. See Chapter 7, Eligibility
Determination Process.

EMANCIPATION

In certain situations, the court may grant an order of emancipation or relief of minority to remove
the minor from parental care and to allow the minor to act on his own behalf as an adult. Also,
when a child marries, he/she has in effect emancipated him/herself from the state of minority and
will no longer be considered a minor child unless he is living in the home of his parent or other
specified relative. See Chapter 3, Introduction.

EMERGENCY PAYEE

The individual who provides temporary care and control for the child(ren) in emergency
situations may receive the TANF benefits for the child(ren). See Chapter 3, Living with a
Caretaker Relative.

EMPLOYABILITY DEVELOPMENT PLAN (EDP)

A plan, developed jointly by the case manager and the TWP participant that describes the client’s
educational or employment goal and the means the client will use to achieve this goal. See
Chapter 8, Employability Development Plan.

EMPLOYMENT COORDINATOR

A case manager assigned the specific duty of developing and implementing a program targeted at
recruitment of employers for participation in the TWP for unsubsidized employment.
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ENHANCED JOB READINESS

An in-depth job readiness program focusing on the TWP participant’s strengths and weaknesses
and reemphasizing and expanding on skills taught in the basic job readiness/life skills program.
See Chapter 9, Job Readiness/Job Search.

ENUMERATION

Social Security (SS) account numbers must be disclosed or applied for on all members of the
AU. The application for and disclosure of SS account numbers is a technical factor of eligibility
for assistance through TANF and other assistance programs. Only those individuals for whom
DHS has a SSN or for whom an application for a number has been completed are eligible to be
included in the assistance budget. See Chapter 3, Enumeration.

EQUITY

The money value of a property beyond any mortgage or liabilities existing on it. The fair market
value less encumbrances. Encumbrances are determined by the number of scheduled monthly
payments, including interest owed, that remain in a loan agreement (this is not the same as the
“payoff” amount, which indicates the amount that could currently be paid to erase the debt). See
Chapter 5, ALL RESOURCES.

EV - See Exempt Volunteer.

EW - See Eligibility Worker.

EXEMPT INDIVIDUAL

An individual whose TANF participation code is IN and who is not required to participate in the
TWP because that individual meets one of the exemption criteria. Exemption decisions are made
by the EW and eligibility for the exemption must be verified. See Chapter 3, Exempt Individuals
and Chapter 8, Exempt Individuals.

EXEMPT VOLUNTEER (EV)

A TANF recipient who is exempt from participation in the TANF Work Program, but signs an

agreement and chooses to participate. See Chapter 3, Volunteers and Chapter 8, Exempt
Volunteers.
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FAIR HEARING

An administrative review process which provides an individual the opportunity to appeal agency
action or failure to act. When an individual disagrees with the action that has been taken, the
hearing gives the individual the opportunity to more fully describe his/her circumstances, to
present new or additional information, and to have his/her eligibility reviewed by someone not
involved in the original decision. See Chapter 13, Hearings.

FAIR MARKET VALUE

The value of an item on the open market, generally referring to resources such as vehicles or
property. See Chapter 5, Resources.

FAMILY BENEFIT CAP (FC)

Policy that limits the TANF benefit to children already born or conceived at the time of initial
application. Only children born into the family during the first ten (10) months of assistance will
be added to the benefit unless the child meets one of the exception reasons. See Chapter 3,
Family Benefit Cap.

FC- See Family Benefit Cap.

FRAUD

The participant or provider during the receipt of TANF public assistance funds or supportive
services, willfully falsifies, misrepresents, or withholds information which, if known to the

agency, would have resulted in the denial of public assistance or supportive services or in a
reduced amount. See Chapter 14, Claims.

FULL-TIME EMPLOYMENT

Employment of 35 or more hours per week at minimum wage. MDHS will consider a minimum
32 hour per week placement if the benefits for an employee working 35 hours per week are also
available to the employee working 32 hours per week and the hourly pay rate is equivalent to at
least 35 hours at minimum wage. See Chapter 9, Full-Time Employment.

GED

A General Education Degree (GED) can be substituted for a high school diploma. GED is an
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allowable work activity for individuals under the age of 20. For individuals over age 20, after
the individual has participated the required number of hours in an approved TWP activity,
additional hours may be scheduled in education leading to a high school diploma or a GED. See
Chapter 9, Other Educational Activities.

GOOD CAUSE

A valid reason for a client’s failure or refusal to cooperate in providing information or complying
with various program requirements. Good cause determinations are made by the eligibility
worker, child support enforcement officer, case manager or other individual depending on the
eligibility factor involved. The stated reason for non-cooperation must be explored, verified as
far as possible depending on the situation, and the decision to grant or deny good cause
thoroughly documented in the case record. See Chapter 11, Good Cause.

GRANT

The TANF benefit. See Chapter 1, Temporary Assistance for Needy Families
GRANTEE RELATIVE - See Caretaker Relative.

GROSS INCOME

The total income of the TANF family from all countable sources, before any deductions are
taken. See Chapter 4, Gross Income Tested.

HOME

Home is defined as the family setting maintained or in the process of being established by a
parent or other adult within the specified degree of relationship who assumes responsibility for
the child’s welfare. Usually the child shares the same household with the relative. However, the
requirement for “living with” and the definition of home are not confined to the occupation of
the physical household by the child and relative provided there is a valid reason for the child or
relative to be away and the absence will be temporary. See Chapter 3, Home.

HOMESTEAD
The home (house, mobile home, etc.) and surrounding property owned by the household and on

which they live. Only the property adjoining the home and not separated from it by property
owned by someone else is included in the homestead. This home property is excluded from
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consideration as a resource in determining eligibility for assistance. See Chapter 5, Home
Property.

ILLEGAL ALIEN

An individual who is not a citizen of the United States and who has not been legally admitted to
this country. See Chapter 3, Reporting Illegal Aliens.

IMMUNIZATION

All TANF children under the age of 18 must have current immunizations according to the
schedule recommended by the Department of Health. See Chapter 3, Immunization.

IMPROPER PAYMENT

The term “improper payment” is used when a TANF, TWP case/client or refugee individual
receives assistance to which he/she was not entitled to all or part of the payment or services
rendered. See Chapter 14, General.

INCAPACITY

Incapacity is defined as a physical or mental defect, illness, or impairment which prevents an
individual for the most part from engaging in his usual occupation or a similar one. A permanent
incapacity is one which wholly prevents a parent from providing economic support or the
homemaking skills which are necessary for the care and support of his family. Temporary
incapacity results from an illness or injury which will run a fairly predictable short-term course
and which is not likely to leave permanent after-effects as shown by medical findings. Partial
incapacity refers to an impairment which does not wholly or totally limit an individual’s
activities but prevents the individual for the most part from engaging in his usual occupation or a
similar one. See Chapter 3, Deprivation, TANF Work Program, and Chapter 8, Intake.

INCOME
Monies received by household members. See Chapter 4, Income.
INELIGIBLE ALIEN

An individual who is not a citizen of the United States and who does not meet the criteria for
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eligibility under alien policy. An ineligible alien is not necessarily an illegal alien. Ineligible
aliens are disqualified though other household members, especially children who are U. S.
citizens, may be eligible for assistance. See Chapter 3, Citizenship and Alienage.

INITIAL MONTH

The first month for which a family is eligible for TANF benefits. See Chapter 6, General
Principles.

INTAKE

o ELIGIBILITY - Intake is the process of gathering data on households which have
applied for assistance (TANF, SNAP) in order to determine eligibility criteria. See
Chapter 7, The Application Process.

o TWP - Intake for participation in the TANF Work Program is the process of receiving
TANF recipients referred by the EW for participation in the TANF Work Program;
orienting those individuals to the program; assisting in the completion of the work
program assessment; and assessing the individuals’ employability and willingness to
participate in the TWP. See Chapter 8, Intake.

INTERVIEW

The process that takes place between either the eligibility worker or the case manager with the
individual(s) responsible for giving information and signing mandatory forms. See Chapter 7,
Initial Interview.

INQUIRY

An inquiry is a request for information regarding eligibility requirements for assistance and
develops into an application only when the individual signs the agency application form and
discusses his own situation. See Chapter 7, The Application Process.

JAWS - See JOBS Automated Work System.

JOBS AUTOMATED WORK SYSTEM (JAWS)

“JAWS” is the computer system used to support the TANF Work Program. See Chapter 8,

Intake, and the JAWS User Manual.
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JOB DEVELOPMENT AND PLACEMENT

Efforts to create or discover job openings, and to market participants for job openings. See
Chapter 9, TANF Work Activities.

JOB READINESS (JRA)

Structured, coordinated, planned, and supervised classes or individual exercises that help TANF
participants prepare to enter the workforce. See Chapter 9, TANF Work Activities.

JOB READINESS TRAINER

A case manager assigned the specific duty to conduct JRA for TWP participants.

JOB-READY

A term used to refer to an individual who is ready to be placed in a job based on having no
physical or mental skills barriers that preclude employment and possess skills necessary to
complete successfully in the labor market compete successfully in the labor market.

JOB SEARCH

A work activity that provides counseling, training, information about available jobs, and
instructions in job seeking skills, on a group or individual basis, to participants actively looking
for employment. See Chapter 9, TANF Work Activities Defined.

JOB SKILLS TRAINING (JST)

Training, which includes vocational training, in technical job skills and equivalent knowledge
and abilities in a specific occupational area. After the individual has participated the required
hours in an allowable TWP activity, additional hours may be scheduled in JST in order to meet
the participation rate. See Chapter 9, TANF Work Activities Defined.

JRA - See Job Readiness.

JRT - See Job Readiness Trainer.

JST - See Job Skills Training.
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LEGAL PARENT

The father of a child born of a legal marriage, the father of a child born out of wedlock when the
child's paternity has been legally established, the adoptive father or adoptive mother of the child
who has been legally adopted through proper court action, or the mother of the child. See
Chapter 3, Caretaker Relative, Legal Responsibility, Assistance Unit.

MANAGEMENT INFORMATION SYSTEMS (MIS)

The MDHS Administrative/Support Services division that is responsible for supporting the
Department’s programmatic and administrative data processing needs.

MAVERICS

Mississippi, Application, Verification, Eligibility, Reporting and Information Control System -
The MDHS on-line computer system which supports Economic Assistance policy and
procedures. See Chapter 12, Reporting and VVolume X.

MDHS - See Mississippi Department of Human Services.

MILITARY LEAVE

This policy allows individuals receiving transitional transportation who are called into active
military duty, to remain eligible for the service once they are discharged and return to work in
accordance with the Uniform Services Employment and Re-employment Rights Act constraints.
See Chapter 10, Military Leave.

MINOR PARENT

Parents under the age of 18 who are not married. The law requires that minor parents and the
dependent child in their care live with the minor’s parent(s) or other adult caretaker relative in
order to receive assistance unless good cause is established. See Chapter 3, Assistance Unit
Concept.

MIS - See Management Information Systems.

MISSISSIPPI DEBIT MASTERCARD

A debit card issued to TANF and Child Support recipients for the purpose of receiving TANF
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and child support payments. Recipients can use the debit card at merchants and bank locations
worldwide. See Chapter 7, Payment Process, for restrictions on the use of TANF benefits.

MISSISSIPPI DEPARTMENT OF HUMAN SERVICES (MDHS)

The agency designated by state law to administer the TANF Program which includes TWP. See
Chapter 1, General.

NEEDY CARETAKER

The individual responsible for a TANF child(ren). This will always be a legal parent, if one or
both legal parents are in the home and not receiving SSI. When the parent(s) of the child(ren) is
not in the home, the TANF case may include one needy caretaker relative who is exercising
parental control and providing care for the child or children, lives in the home with the child or
children, is related within the specified degree, is financially needy, and is not a recipient of SSI
or in another assistance budget. The needy caretaker is not synonymous with the caretaker
relative because the caretaker relative may or may not qualify as a needy caretaker. If the non-
parental caretaker relative does not meet the financial need tests, the caretaker will not be
included in the assistance budget. This relative remains the caretaker (payee) and receives the
TANF benefit for the assistance children. See Chapter 3, Living with Caretaker Relative.

NET INCOME

The countable income remaining to the TANF family after allowable deductions and disregards
have been applied. See Chapter 4, Basic Principles.

NON-COOPERATION

When the participant fails or refuses to cooperate with a TANF eligibility factor, i.e. TWP, Child
Support, etc. See Chapter 11, Conciliation.

NON-EXEMPT

A TANF recipient who is not exempt and is required to participate in the TANF Work Program
as a condition of eligibility for TANF. See Chapter 8, Intake.

NO-SHOW

When a participant fails to show for an appointment or work activity assignment. See Chapter
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11, Conciliation.
OCY - See Office for Children and Youth.
OCY DESIGNATED AGENT

An OCY Subgrantee who administers the CCDF Certificate Program for a specified number of
counties. See Child Care Policy Manual.

OFFICE FOR CHILDREN AND YOUTH (OCY)

The MDHS office that is responsible for the provision of all child care services for TANF Work
Program participants as well as Transitional Child Care services. See Chapter 10, Supportive
Services.

OJT - See On-the-Job Training.

ON-THE-JOB TRAINING (0OJT)

A work activity in which an individual is employed by a public or private employer, and while
engaged in productive work, he/she receives training that provides the knowledge or skills
essential to full and satisfactory job performance. The employer is reimbursed by the State for
the cost of training and supervision given to the participant. In Mississippi, OJT is provided
through the local WIA organization and/or other sources. OJT participants are considered to be

in unsubsidized employment and may lose eligibility for TANF benefits. See Chapter 9, TANF
Work Activities Defined.

ORIENTATION

A meeting, conducted in an individual or group setting, where potential TWP participants learn
about the requirements of the TANF Work Program. See Chapter 8, Orientation.

PARTICIPANT

A participant is a TANF recipient who has completed the TWP intake process and signed an
EDP indicating a willingness to participate in TWP. See Chapter 8, Intake Activities.

PARTICIPATION
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The number of hours per week an individual participates in a work activity. The minimum
number of hours required to count in the federal participation calculation is mandated by federal
law. Currently the minimum weekly requirement is 30 hours per week for all families (20 hours
if the family has a child under 6) and 35 hours per week for two-parent families. However, since
federally funded child care assistance is available to TWP participants, the mandated weekly
requirement for two-parent families is 55 hours per week. See Chapter 12, Federal Reports.

PARTICIPATION RATE

The percentage of TANF recipients that must satisfactorily participate in the TANF Work
Program in order for MDHS to receive enhanced federal funding. See Chapter 12, Federal
Reporting.

PARTICIPATION STIPEND

Reimbursement for daily expenses when a TWP participant is satisfactorily participating in one
or more allowable TWP work activities other than employment. See Chapter 10, Supportive
Services.

PART-TIME EMPLOYMENT

Employment of less than 35 hours per week at minimum wage. See Chapter 9, TANF Work
Activities Defined.

PAYEE

This term is often used to refer to the parent/caretaker relative or the primary individual (P1) in
Program will mean a full benefit sanction. A full sanction means that the TANF case will be
closed. The SNAP case will also close if the individual does not meet a SNAP work exemption.
The case will close for the appropriate TWP time penalty period. The family must serve at least
the minimum penalty period and comply with the TANF Work Program before TANF eligibility
can be reestablished. See Chapter 11, Adverse Action.

PAYMENT MONTH - See Benefit Month.
PENALTY VIOLATION

The TANF Work Program penalties for failure without good cause to participate will be the
same time periods as work-related penalties in SNAP. Failure to comply with the TANF Work
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Program will mean a full benefit sanction. A full sanction means that the TANF case will be
closed. The SNAP case will also close if the individual does not meet a SNAP work exemption.
The case will close for the appropriate TWP time penalty period. The family must serve at least
the minimum penalty period and comply with the TANF Work Program before TANF eligibility
can be reestablished. See Chapter 11, Adverse Action.

PERSONAL RESPONSIBILITY CONTRACT

The MDHS-EA-312 is an agreement between MDHS and the TANF recipient which outlines the
responsibilities of each.  Personal responsibility is required by this contract. Other
responsibilities include TANF eligibility and work requirements and non-compliance penalties,
specific benefit time limits, child support enforcement, family benefit cap, school attendance,
immunization, change reporting, and sanctions for failure without good cause to meet TANF
requirements. See Chapter 3, Personal Responsibility Contract, and Generic Forms Manual.

PERSONAL RESPONSIBILITY AND WORK OPPORTUNITY RECONCILIATION
ACT OF 1996 (PRWORA)

Public Law 104-193 was signed on August 22, 1996, and ended the federal government’s 60
year commitment to a minimal safety net for poor families, and replaced it with a fixed block
grant, TANF, which provides time limited assistance and requires those who receive it to work in
exchange for benefits. See Chapter 1, General.

Pl - See Primary Individual.

POST SECONDARY EDUCATION (PSE)

A program of post-secondary instruction that is offered by an institution of higher education.
This is not an allowable TWP activity under TANF. See Chapter 9, TANF Work Activities
Defined.

PRIMARY INDIVIDUAL (PI)

The individual whose name the case is in. See Chapter 3, Caretaker Relative, Marriage
Disregard.

PRINCIPAL WAGE EARNER

In TANF-UP cases, the individual who earned the most money in the last two years before
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application. See Chapter 3, Deprivation.
PRORATION

Payment of a partial TANF benefit in the initial month. Proration will occur only when the
application is taken and payment authorized in the same calendar month. The benefit will cover
the authorization date through the last day of the month. See Chapter 6, Prorating Grants for
Applicants.

PROSPECTIVE BUDGETING

The computation of a family’s grant for a payment month based on an estimate of income and
other circumstances anticipated for the month. See Chapter 6, General Principles.

PROSPECTIVE ELIGIBILITY

The determination of initial or ongoing eligibility for assistance based on circumstances expected
to exist inthe payment month. A family must be prospectively eligible or no benefits may be
authorized. A prospective eligibility test is required for an ongoing case whenever there is a
change in the family’s circumstances that might affect eligibility. See Chapter 6, General
Principles.

PROTECTIVE PAYEE

The person that accepts the responsibility for receiving and using, or overseeing the use of, the
TANF benefit and for promptly relaying to the caretaker relative any request for information
issued to the protective payee. Protective payees are required when mismanagement of funds
has been proven to be consistent and continued or the caretaker relative is incapable of
adequately managing their business due to physical or mental incapacity.

See Chapter 7, Protective and Vendor Payments.

PRWORA - See Personal Responsibility and Work Opportunity Reconciliation Act of 1996.
PRUDENT MAN

This concept refers to the element of judgment that must be exercised by all individuals in

making choices, determining goals, evaluating statements by others, and the like. Discernment.
When the worker finds some of the applicant's statements questionable, the worker must evaluate
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the statements and ask the applicant to make a reasonable explanation of the contradictions
and/or assist in seeking further information. The statements made, corroborating evidence, and
other information acquired by the worker must be thoroughly documented in the case record to
support the decision reached by the worker. See Chapter 7, Evaluating Information.

PSE - See Post-Secondary Education.
PUTATIVE FATHER

The term is used to describe the alleged father of a child for whom paternity has not been legally
established. See Chapter 3, Child Support.

RANDOM MOMENT SAMPLE (RMS)

A time measurement instrument used to determine the activity in which eligibility workers are
engaged at a randomly selected moment. Data collected from the RMS is used to allocate costs
to programs administered by the Division of Economic Assistance.

REASSIGNMENT

Assignment of a case from one worker to another worker. This is done in the MAVERICS
System by accessing the Case Record Control Screen (CARC). See Volume X, Case and Client
Maintenance.

RECIPIENT

An individual who is receiving TANF and/or SNAP through the Department of Human Services.
See Chapter 7, The Redetermination Process, Changes.

RECOUPMENT

A reduction in a client’s benefit in order to repay a claim. The minimum recoupment amount
will normally be 10%. MAVERICS computes the recoupment amount using the balance
remaining on the claim. See Chapter 14, Procedures After Approval of Claim.

REDETERMINATION

A redetermination is a review, or reevaluation, of a recipient's situation to determine whether or
not eligibility continues for TANF and whether the amount of benefit, if any, is correct. A
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review of all variable eligibility factors is called a regular redetermination. A review of one or
more but not all of these factors is called a special redetermination. The terms “review” and
“redetermination” are interchangeable and refer to TANF cases. “Recertification” is a SNAP
term and is not appropriate for TANF. The term “reevaluation” is often used when referring to
the simultaneous handling of multi-program cases. See Chapter 7, The Redetermination.

REDUCTION IN WORK HOURS - See Voluntary Quit
REFERRAL

A referral is a request for information, service, or assistance on behalf of an individual or family.
It may be made by an agency, an institution, or another individual and is considered an inquiry
until an application is formalized. See Chapter7, The Application Process.

REINSTATEMENT

Reopening a TANF case that was recently terminated for failure to comply with certain
requirements once all requirements are met within a specified time frame. A TWP participant
whose case is reinstated will not be required to repeat the orientation and/or assessment process,
and may be re-assigned to a component consistent with his/her latest EDP. See Chapter 8,
Intake.

REQUEST FOR PROPOSAL (RFP)

A document that requests bidders to submit proposals to provide an identified product or service
to the requesting organization. It also defines the terms and conditions that apply to the
procurement of the product or service.

RESIDENCE

For purposes of TANF, residents of the State of Mississippi are individuals who are voluntarily
living in Mississippi with the intention of making their home here. In other words, residence is
based on the concept of intent to reside and a permanent mailing address is not required. See
Chapter 3, Introduction, and Residence.

RFP - See Request for Proposal.

RMS - See Random Moment Sample.
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ROLLOVER

Rollover occurs on the 23™ of the month unless the 23" falls on a weekend or holiday, then
rollover is the Friday before. At rollover, MAVERICS “rolls” into the next month, and the
current system month changes. All cases with an authorized benefit will be copied exactly into

the new month, with an authorized benefit at the same level as the previous month. This is also
referred to as “payroll”. See Chapter 9, TANF Work Activities Defined.

SANCTION

Termination or reduction of benefits when the individual did not have good cause for failing to
participate in the TANF Work Program, Child Support Enforcement, school attendance,
immunization, reporting household changes or other requirements. See Chapter 3, Child
Support, School Attendance, Immunization, Chapter 7, Changes, and Chapter 9, Adverse Action.
SCHOOL ATTENDANCE POLICY

Dependent children in the TANF budget ages 6 to 18 must attend school satisfactorily until high
school graduation or completion of a GED. See Chapter 3, School Attendance.

SELF-INITIATING CLIENT

A TANF recipient who enrolls in an education or training program independently, and prior to
referral to the TANF Work Program. Self-initiating clients can only be enrolled in the TANF
Work Program through a referral from the EW. See Chapter 9, TANF Work Activities Defined.
SELF-INITIATED TRAINING / EDUCATION (SIT)

Self-Initiated Education or Training (SIT) is training in vocational or technical fields which
provide skills in a self-initiated client’s current area of interest. (See Self-Initiating Client.) See
Chapter 9, TANF Work Activities Defined.

SERVICE DELIVERY AREA (SDA)

The local jurisdiction that operates and administers WIA training programs at the local level.

SIT - See Self-Initiated Training / Education.
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SPECIFIED DEGREE OF RELATIONSHIP

When a needy child does not live with a parent or parents, he must live in the house with another
adult relative who comes within the specified degree of relationship in order to be eligible for
TANF. See Chapter 3, Specified Degree of Relationship.

SSI - See Supplemental Security Income.
STANDARD FILING UNIT
Budget group/assistance unit - Includes children and legal parents or parent by admission of

paternity, may include needy adult caretaker relative when parent is not in home. Stepparents
are also considered in the group. See Chapter 3, Assistance Unit Concept.

STANDARD OF PROMPTNESS

State laws decree that not more than 30 days shall elapse between the date on which the
application is received and the date of approval or the notice of denial. The EW must have the
application ready for supervisory review and approval by the 30th day or sooner, at the
supervisor’s discretion. Authorization by the 30th day is mandatory. See Chapter 7, Disposition
of the Application.

STATE PLAN

A written document, prepared by MDHS and approved by the U. S. Department of Health and
Human Services, which describes each of the Federal/State programs administered by MDHS.

STATUTORY MARRIAGE
A marriage between individuals who were legally free to contract a marriage and one for which a
license was secured and a ceremony performed by a licensed minister or designated officer for

the State. The minister or officer should have completed the marriage certificate and returned it
to the County Circuit Clerk for recording.

STIPEND

A regular fixed payment such as an allowance. See Chapter 9, Transportation Stipend and
Participation Stipend.
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SUB-GRANTEE

An entity that contracts with MDHS to provide case management or supportive services for
TANF participants in a certain geographic area. See Chapter 1, Guidelines for TWP Contractors
and Chapter 10, Supportive Services.

SUPPLEMENTAL SECURITY INCOME (SSI)

A federal money payment paid to an individual who is aged, blind or disabled to insure that the
individual has sufficient income to meet his/her basic maintenance. An individual that receives
SSI benefits is not eligible for TANF benefits according to Federal statute. However, an SSI
recipient may be the grantee relative of TANF children. See Chapter 3, Assistance Unit
Concept, and Incapacity, and Chapter 4, Basic Principles.

SUPPORTIVE SERVICES

Services that may be available to TANF participants to allow them to participate in the TANF
Work Program, if needed. Supportive services include child care, transportation, work-related
expenses, participation stipends, transitional child care and transitional transportation. See
Chapter 10, Supportive Services.

TANF —See Temporary Assistance for Needy Families.

TANF-BASIC

A TANF case in which:

there is a single parent or single caretaker relative included with the child(ren); or

there are two parents included with the child(ren) and one or both parents is disabled or
one parent receives SSI and is not included in the AU. See Chapter 8, Intake.

TANF-UNEMPLOYED PARENT (TANF-UP)

A two-parent family case for the purposes of the TANF Work Program participation
requirements. A TANF-UP case is one in which both parents are able-bodied. If either parent
claims an exemption because of incapacity, the case will be handled as a TANF Basic case.

See Chapter 3, Unemployed Parent.
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TANF UP - See TANF-Unemployed Parent.
TANF UP-FRONT DIVERSION PROGRAM (UD)

UD provides a one- time cash payment to help low-income working families affected by a
disaster with emergency needs, such as child care, transportation, rent, work-related and/or
relocation expenses.

TANF UP-FRONT JOB SEARCH (UJS)

The 2006 Mississippi Legislature passed legislation authorizing MDHS to implement UJS.
Adult TANF applicants who do not meet an exemption from work requirements are required to
participate, cooperate and comply with job search activities during the 30-day TANF application
processing period.

TANF WORK PROGRAM (TWP)

This program assists TANF clients to become self-sufficient by providing needed employment
related activities and supportive services. Participation in this program is mandatory for persons
who receive TANF and are not exempt. TWP requirements are addressed in State Law at 43-17-
55. See Chapter 1, Administration, Chapter 3, TANF Work Program, Chapter 8, Referral to
TANF Work Program, Chapter 9, Work Program Components, Chapter 10, TANF Work
Program Payment Process, Chapter 11, TWP Conciliation/Adverse Action, Chapter 12,
Reporting and Generic Forms Manual, MDHS-EA-303, TANF-Temporary Assistance for Needy
Families pamphlet.

TCC - See Transitional Child Care.
TEMPORARY ASSISTANCE FOR NEEDY FAMILIES (TANF)

Replaced AFDC (Aid to Families with Dependent Children). The TANF Program is authorized
by the Mississippi Code of 1973, Annotated in Title 43, Chapter land 17. TANF eligibility
requirements are addressed in State Law at 43-17-55. There are two types of TANF cases. The
TANF Basic case is any case other than TANF-UP cases, including cases with a single caretaker
relative or two parents when one receives SSI or deprivation is based on incapacity. Two-parent
cases are, by definition, TANF-UP cases. See Chapter 1, General, and Chapter 8, Intake.
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TEMPORARY SEPARATION

A temporary separation of the parent or other relative and the child which does not affect
eligibility, provided the absent member does not establish a permanent home elsewhere and the
reasons for the separation show the temporary nature of the arrangement. Such separations are
generally limited toa three month period and must be carefully documented. The worker must
also follow-up on the absence to be sure the separation ends on schedule. See Chapter 3, Living
with Caretaker Relative.

TEEN PARENT

A single head of household, under the age of 20. A teen parent will count toward meeting the
participation rate if the recipient maintains satisfactory attendance at secondary school or the
equivalent; or participates in education directly related to employment for the minimum number
of hours required in that fiscal year. See Chapter 9, Satisfactory Participation in the TANF Work
Program.

TIME LIMITS

TANF benefits are time limited, mandating that families move quickly into work activities
leading to self-sufficiency. Federally mandated time limits are:

60-month - Beginning October 1996, TANF cases that include an adult are limited to a
maximum of sixty (60) months of financial assistance. This is a lifetime maximum,
applicable nationwide. The 60 months are cumulative and do not have to be consecutive.
Any month for which the recipient family receives a TANF benefit or a transportation
payment ( not TT ) is included in the 60-month count. The first month of the count for an
applicant household is the first month of benefit eligibility. See Chapter 3, Time Limits.

24-month - Any TANF case in which a parent or caretaker relative, if referable to the
TANF Work Program, is limited to a maximum of twenty-four (24) months of financial
assistance within the 60 months discussed above, unless assigned to an approved work
activity. This is a lifetime (state only) maximum, and runs concurrently with the 60-
month count, when applicable. The 24 months are cumulative, and do not have to be
consecutive. The 24-month count begins with the first month the TANF recipient is
determined to be work ready. See Chapter 3, Time Limits.

Certain TANF Work Program exemptions carry a maximum lifetime limit of 12 months. These
months do not have to be consecutive. Once the count reaches 12 months, however, the recipient
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will not be eligible to claim that exemption again. The exemptions subject to the 12-month limits

are:

Caretaker of a child under 12 months of age. Months used for this exemption do not
count in the 24-month lifetime limit and do count_in the 60-month lifetime limit.  See
Chapter 3, Time Limits.

Victim of domestic violence. Months used for this exemption must be documented by a
physician. The months do not count in the 24- and do count_in the 60-month lifetime
limits. See Chapter 3, Time Limits.

TOTAL EARNED INCOME DISREGARDS

Three-month (3D) - Earned income will be totally disregarded for three (3) months in
the TANF budget for any recipient who is about to have case closure due to increased
earned income of at least 25 hours per week. 3D can be used more than one time as long
as there has been a 12-month break in receipt of TANF benefits. See Chapter 6,
Budgeting Net Monthly Earned Income.

Six-month (6D) - Beginning July 1, 1997, earned income received from employment of
at least 35 hours per week will be totally disregarded for up to six (6) months in the
TANF budget, if the individual finds full-time employment within 30 days after
authorization for a new TANF application or reapplication; or within 30 days after the
initial start date of the job readiness/job search activity. 6D can only be used once. See
Chapter 6, Budgeting Net Monthly Earned Income.

Marriage - The income and resources of a new spouse will be disregarded if the case
meets specific criteria. See Chapter 3, Assistance Unit Concept.

TRANSFER

When a TANF recipient or family group moves to another county and the worker establishes that
it is a permanent move, the SNAP case will be closed and the TANF case record will be
physically transferred to the other county. See Chapter 7, Special Procedures and Chapter 1,
TANF and TWP Information Exchange.
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TRANSITIONAL CHILD CARE (TCC)

For families that lose benefit eligibility, child care services may be continued under TCC for up
to 24 months. The family must apply for the assistance through the case manager. See Chapter
10, Transitional Services.

TRANSITIONAL TRANSPORTATION (TT)

Households that lose benefit eligibility may qualify for transitional transportation for up to 18
additional months. The family must apply for the assistance through the case manager. See
Chapter 10, Transitional Services.

TRANSPORTATION - See TWP Transportation and Transitional Transportation.
TRANSPORTATION STIPEND (TS)

A payment for transportation, up to $300.00 per month, that is available to TWP and TT
participants in areas that do not have a transit system, or if the bus pass is not a reasonable
method of transportation.

TS - See Transportation Stipend.

TT - See Transitional Transportation.

TWP FILE STATUS CODE

The code that identifies the individual’s eligibility, participation, and qualification for TWP
services in JAWS for TWP. The TWP File Status in JAWS can be found on ICLI and MPAS
and can be A-active, H-holding, I-inactive, and C-closed. See JAWS User Manual, Chapter 16,
Client Information.

TWP TRANSPORTATION
Transportation assistance (bus pass or private vehicle) may be provided, if needed, to TWP

participants while satisfactorily participating in an allowable work activity. See Chapter 10,
Supportive Services.
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TWO-PARENT FAMILY

Any TANF assistance unit that includes two parents. See Chapter 3, Assistance Unit and Chapter
8, Intake.

UD - See TANF Up-front Diversion Program.
UJS - See TANF Up-front Job Search.
UNEARNED INCOME

Money from sources other than employment that requires no effort on the part of the recipient,
such as Social Security, cash gifts, etc. See Chapter 4, Unearned Income.

UNSUBSIDIZED EMPLOYMENT (UNS)

Earned income for which the state does not furnish aid or support to the employer for wages paid
to the TWP participant. UNS is considered a countable work activity in the participation rate
calculation. See Chapter 9, TANF Work Activities Defined.

VISTA - See Volunteers In Service To America.
VERIFICATION

The use of third party information or documentation to establish the accuracy of statements on
the application. See Chapter 3, Age and Chapter 7, the Application Process.

VENDOR PAYMENT

A payment made in money on behalf of a household. When a person or organization outside of
the household uses its own funds to make a direct payment to either the household’s creditors or
a person or organization providing a service to the household.

VOCATIONAL EDUCATION

An organized educational program offering a sequence of courses which are directly related to
the preparation of individuals in paid or unpaid employment in current or emerging occupations
that do not require an advanced degree. Such programs shall include competency-based applied
learning which contributes in an individual’s academic knowledge, higher-order reasoning, and
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problem-solving skills, work attitudes, general employability skills, and the occupational-specific
skills necessary for economic independence as a productive and contributing member of society.
See Chapter 9, TANF Work Activities Defined.

VOLUNTEERS IN SERVICE TO AMERICA (VISTA)

Provides full-time volunteers to nonprofit community organizations and public agencies to create
and expand programs ultimately bringing individuals and communities out of poverty. Vista
Volunteers are no longer exempt from TANF Work Program requirements. See Chapter 9,
TANF Work Activities Defined and Chapter 4, Basic Principles-Income Totally Disregarded.

VOLUNTARY QUIT/REDUCTION IN WORK HOURS

Employment is terminated voluntarily, without good cause by the employer as a direct result of
personal action(s), or work hours are voluntarily reduced to less than 20 hours per week without
good cause. In an application situation, the penalty should be applied if the quit/reduction
occurred within 2 full calendar months prior to the month of application, or between the date of
application and certification. In an ongoing case situation the penalty should be applied if the
quit/reduction occurred within 60 days from the date of discovery. See Chapter 3, Voluntary
Quit Provisions and Chapter 11, Monitoring Participation.

VOLUNTEERS

Certain exempt individuals may choose to volunteer for the TANF Work Program. Only
individuals eligible for exemption as caretaker of a child under 12 months of age (JJ) or as a
victim of domestic abuse (JV) will be accepted as volunteers. Individuals in these categories
who wish to volunteer will be coded EV, Exempt Volunteer, for referral to the TANF Work
Program. A minor dependent who needs child care assistance to remain in school may volunteer
also and is coded MV, Minor Volunteer. See Chapter 8, Intake.

WELFARE REFORM - See Personal Responsibility and Work Opportunity Reconciliation Act
of 1996.

WIA - See Workforce Investment Act of 1998.
WIN JOB CENTER

A product of WIA. WIN provides workforce investment activities, through statewide and local
workforce investment systems that increase the employment, retention and earnings of
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participants; increase occupational skill attainment by participants, and as a result, improve the
quality of the workforce, reduce welfare dependency and enhance the productivity and
competitiveness of the nation.

WORKFORCE INVESTMENT ACT OF 1998 (WIA)

Public Law 105-200 places a strong emphasis on partnerships and cooperation between business
and government. WIA provides training for youth and unskilled adults and encourages their
entry into the workforce. Funding for WIA is authorized by Congress and is distributed by the
U. S. Department of Labor to the Governor. In Mississippi, WIA is administered through the
Employment Training Division of the Mississippi Department of Economic and Community
Development.

WORK ACTIVITIES

Specific tasks or components to which a participant is assigned to accomplish the requirements
of the TANF Work Program. See Chapter 9, TANF Work Activities Defined.

WORK ELIGIBLE

This term refers to the fact that a TANF participant is ready to be placed in a work activity. See
TANF Work Program and Chapter 8, Intake.

WORK RELATED EXPENSES

Case Management is allowed to pay for certain work related expense items, required by the
employer, in order to help TWP participants find and keep employment. GED testing fees may
also be paid with this process. See Chapter 10, Supportive Services.

WORK STUDY

Work study at an accredited college that may be either substantiated by wages or in place of
tuition. Work study will be counted as unsubsidized employment if the participant receives pay.
If the work study is not at least 25 hours per week, the case manager must couple it with another
component in order to count it as an approved work activity. See Chapter 9, TANF Work
Activities Defined.
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SUMMARY OF ELIGIBILITY CRITERIA

A child or children under 18 years of age and their parent(s) or other caretaker relative must meet
all technical and financial eligibility requirements in order to qualify for a TANF benefit. These
requirements are briefly discussed below and are covered in detail later in this chapter and in
other chapters of this manual.

NOTE: Federal regulations prohibit the granting of TANF benefits to individuals who are
inmates of public institutions.

Time Limits

Assistance families that include an adult caretaker relative are subject to a maximum of sixty
(60) months of TANF benefits, lifetime, unless exempt from the limit. Grantee relatives required
to participate in the TANF Work Program are limited to twenty-four (24) months, within the 60
total months, once determined work-ready, unless participating satisfactorily in the TANF Work
Program.

There are also limits on the length of time a referable individual may claim certain exemptions
from the TANF Work Program.

Personal Responsibility Contract

Each adult in the TANF assistance unit must acknowledge the family responsibilities incumbent
upon receipt of assistance by signing form MDHS-EA-312, Personal Responsibility Contract.
Caretaker relatives who are not included in the assistance budget as needy caretakers must also
sign the contract acknowledging their responsibilities for the TANF children. TANF will be
denied if the responsible adult(s) fails to sign the contract.

Assistance Unit Concept

The legal parent(s), if in the home, and all technically-eligible minor children (under age 18)
must be included in the TANF assistance budget. An adult caretaker other than the legal parent
may be included with the children when there is no legal parent in the household, provided the
adult wishes to be included and meets all eligibility criteria.

Minor Parents

Unmarried minor parents (under age 18) and their children are required to live with the minor’s
parent or other adult caretaker relative in order to receive TANF. The parent or caretaker
relative will be the payee, and all normal eligibility criteria apply, including assistance unit
policy. Exceptions for good cause must be approved by State Office Policy Unit prior to
approval.
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Not a Recipient of SSI

An individual who receives SSI is not eligible for TANF benefits. The SSI recipient will not
have his/her needs, income or resources included to determine the family’s eligibility for TANF.
If the SSI recipient isthe parent/caretaker relative, that individual is responsible for TANF
eligibility requirements for school attendance, immunization, and child support, and appropriate
sanctions will apply to the case for this individual’s failure to meet TANF eligibility
requirements including the family benefit cap.

Family Benefit Cap

The TANF benefit is limited to children existing or conceived at the time the parent or caretaker
relative initially qualifies for assistance. Only children born into the family during the first 10
months of assistance or a child whose date of birth is prior to the end of the 10-month cap period
for the case may be added to the benefit unless the child meets one of the exception reasons.
Children in the TANF assistance unit who are excluded from the benefit because of the family
benefit cap are subject to all TANF requirements for child support cooperation, school
attendance and immunizations, and the parent/caretaker is subject to TANF Work Program
requirements, unless exempt. Expenses incurred for the care of children subject to the family
benefit cap are allowed as a dependent care deduction.

Deprivation

The child or children must be deprived of one or both parents due to:

1. Incapacity.

2. Death.

3. Continued absence. Continued absence includes, but is not limited to, absences by
reason of:
a. Divorce.

b.  Desertion or non-support of legal parent.

C. [legitimacy.

d.  Hospitalization for more than a temporary period.

e. Imprisonment.

f. Court sentence to perform unpaid public work or service while living at home.

g.  Removal of the child from the home by court order.
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h.  Legal adoption by a single parent.

4. Unemployment of the principal wage earner (PWE)
Age

The age limit for dependent children to receive a TANF benefit is up to 18 years old. Benefits
may continue for a child through the month in which the child becomes age 18. There is no age
limit for a caretaker relative, but minors cannot be grantee relatives unless granted an exception
for good cause by the State Office Policy Unit.

Residence

Applicants for TANF must express the intent to reside in Mississippi, if not already a resident, in
order to receive assistance. Residents of the State are individuals who are voluntarily living in
Mississippi with the intention of making their home here. Certain temporary absences from the
state do not affect eligibility. The family must apply and receive assistance, if eligible, in the
county of residence.

Enumeration

The parent or other caretaker relative must disclose or apply for a Social Security account
number for all members of the assistance unit. Only those individuals for whom a Social
Security number is provided, or for whom an application for a Social Security number has been
verified, are eligible for assistance, unless there is good cause. The application must not be
approved without the SSN or verification of the SSN application for the Pl. Duplicate and
multiple numbers must be resolved before approval.

Citizenship and Alien Status

The State requires that an individual be a citizen of the United States or a qualified alien in order
to be eligible for assistance. Signing of the MDHS-EA-900, Application for Temporary
Assistance for Needy Families (TANF) and SNAP, attests to the citizenship of all household
members, and citizenship must be verified only if questionable. Alien status must always be
verified.

Living with Caretaker Relative

A caretaker (grantee) relative is a parent or other adult relative who is the case head, is
responsible for the care and supervision of the child(ren), and to whom the assistance payment is
made. The child(ren) must live with his/her parent(s) or another adult relative who is within the
specified degree of relationship. When a legal parent is in the home, no other adult may be
designated as the caretaker relative for that child(ren). Exception: See Minor Parent.
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Immunization

All TANF children under the age of 18 must have current immunizations according to the
schedule recommended by the Department of Health. Good cause exceptions may be allowed if
there is a legitimate and verifiable reason that the child’s immunizations are not current.

School Attendance

Dependent children in the TANF budget ages 6 to 18 must attend school satisfactorily until high
school graduation or completion of a GED. Failure to attend school or excessive absences,
without good cause, will result in penalties being applied to both the TANF and SNAP cases.

Child Support Enforcement Requirements

Federal and State statutes provide that a parent or other relative who accepts a TANF benefit for
children due to the continued absence of a parent must assign support rights to the State.
Assistance will be denied to the family who fails or refuses to assign support rights to the State.
The parent or caretaker relative must also assist the state by cooperating in obtaining support
from the absent parent. This includes providing information to assist in locating the absent
parent and establishing paternity. TANF benefits will be denied or terminated for the entire
family for failure without good cause to cooperate with the Child Support Enforcement to
establish paternity (if child is born out of wedlock) or to obtain child support. The Child Support
worker will determine good cause for failure to cooperate and will decide when a sanctioned
individual has cooperated satisfactorily and can again be eligible for assistance.

TANF Work Program Requirements

The parent(s) or other caretaker relative who is included in the assistance unit must participate in
the TANF Work Program (TWP) unless he/she meets one of the work exemption criteria. Failure
without good cause to participate in TWP for reason other than substance abuse will mean a full
family benefit sanction. A penalty will also be applied to the SNAP case when a TWP penalty is
imposed. Adults disqualified for substance abuse will mean an individual drug sanction will be
imposed on the adult. In this situation, a corresponding penalty will not be applied to the SNAP
case.

Need
The children must not have sufficient income and resources to meet their needs according to

agency standards. Refer to the discussion of need based on income and resources in Chapters 4
and 5.
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Strikers

Striking employees must establish that the assistance unit would have been eligible for assistance
prior to the strike before approval of TANF benefits. Eligibility for TANF is based on pre-strike
income. See Chapter 6, Special Budgeting Procedures - Strikers, for a full discussion of
eligibility criteria for strikers.

Not a Child of a Minor Mother in Foster Care Nor a Child Receiving Adoption Assistance

A child whose mother is a minor receiving foster care board payments (IV-E or CWS) from
federal, state or local funds is not eligible for TANF benefits, nor is a child who receives
adoption assistance payments from federal, state, or local funds. There is one exception, if the
adoptive parents have an active TANF case for their own children and including the adoption
assistance child's needs and income in the TANF budget would result in an increase of TANF
benefits, the adoption assistance child can be considered eligible for TANF. Otherwise, consider
the adoption assistance child as technically ineligible for the benefit program.

Reporting Changes

All TANF households are considered Simplified Reporting households. These households are
only required to report the following changes:

1. When the household’s total monthly gross income, earned and unearned meets or
exceeds185% of the need standard for the household size at the time of their current
review period. Disqualified household members will not be included in the household
size when determining if the household meets or exceeds 185% of the need standard.
This change must be reported by the 10" of the month following the month in which the
change occurred. If the 10" day falls on a holiday or weekend the client has until the
close of business on the last working day prior to the 10" day to report the change.

2. When it becomes clear that a TANF child will be out of the home for more than 30
days. The parent/caretaker must report the child has left the home within 5 days.

3. When the head of household moves out of the state. This must be reported within 5
days.

NOTE: Individuals who are TANF Work Program or Transitional Transportation participants
must verify time and attendance. ( See Chapter 9, Work Program Components)

Substance Abuse Screening Questionnaire

Any adult, age 18 or older (including any disqualified individual), included in the assistance unit
will be subject to a questionnaire to determine if a reasonable likelihood exists that the adult has
a substance abuse disorder. Any adult added to the assistance unit after approval will be subject
to the screening. Minor heads of household (under age 18) are excluded from drug screening
and testing policy. The questionnaire is administered during the TANF application process by the
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Case Manager (CM utilizing an online screening tool known as the Substance Abuse Subtle
Screening Inventory (SASSI). CMs have been trained and certified in the administration of the
SASSI. The questionnaire must be completed prior to approval of a TANF application. Refusal
of the adult to submit to the questionnaire will lead to denial of the TANF application. If results
of the questionnaire indicate the reasonable likelihood that abuse of a controlled substance exists,
the adult will be required to take a drug test. Results of the SASSI are strictly confidential and
must not be shared with persons outside the agency at any point prior to or after disclosure to the
TANF adult. Disclosure of questionnaire results are to be shared with the TANF household only
at the point of case approval.

A positive drug test will require the adult to satisfactorily participate in a drug treatment program
in order for the adult to continue to receive TANF benefits.

EXPLANATION OF TERMS

In the discussion in this chapter, a number of items require definition as to the meaning involved
as these terms are used in the material. The terms and definitions are given below.

Dependent Child

For TANF purposes, a dependent child is a child under the age of eighteen (18), regardless of
marital status, who is living with a parent or other caretaker relative in a place of residence
maintained as his or their own home.

Emancipation

In certain situations, the court may grant an order of emancipation or relief of minority to remove
the minor from parental care and to allow the minor to act on his own behalf as an adult. Also,
when a child marries, he has in effect emancipated himself from the state of minority. An
emancipated minor will not be considered a minor child unless he is living in the home of his
parent or other specified relative.

Home

Home is defined as the family setting maintained or in the process of being established by a
parent or other adult within the specified degree of relationship who assumes responsibility for
the child’s welfare. Usually the child shares the same household with the relative. However, the
requirement for “living with” and the definition of home are not confined to the occupation of
the physical household by the child and relative provided there is a valid reason for the child or
relative to be away and the absence will be temporary.

Caretaker Relative
The caretaker relative is the individual who is within the specified degree of relationship of the

child(ren) and who exercises control and supervision over the assistance child(ren). The
caretaker relative is always the legal parent when the legal parent is in the home. The caretaker
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relative is the individual who signs the required agency forms and is responsible for reporting
changes in the family’s situation. Except for protective payment and emergency situations, the
TANF benefit is issued in the name of the caretaker relative. This individual is also referred to
as the grantee relative, Pl or payee of the case, and may be a needy caretaker or a non-needy
caretaker. Exception: See Minor Parent.

Needy Caretaker

The needy caretaker is not synonymous with the caretaker relative because the caretaker relative
may or may not qualify as a needy caretaker. If not a legal parent, a needy caretaker must meet
the qualifications for a caretaker relative and must be financially needy in order to be included in
the assistance budget. The needy caretaker may not be a recipient of SSI. If the non-parental
caretaker relative does not meet the financial need tests, or does not wish to be included, the non-
needy caretaker will not be included in the assistance budget and is coded OUT of the TANF
case. This relative remains the caretaker (payee) and receives the TANF benefit for the
assistance children. If the caretaker relative is a parent and receives SSI, the parent is coded SS
for TANF participation, and should not be coded OUT of the case due to assistance unit policy.

Grantee Relative

See Caretaker Relative above.

Eligible Recipient

An eligible recipient in TANF is an individual qualifying for benefit and employment services.
The number of adults who may be included as eligible recipients in a TANF budget is limited to
those who qualify according to the definition of who must be included in the assistance unit
(AU), i.e., the child’s Non-SSI parent or parents when both are in the home or no more than one
needy caretaker relative when the child does not live with a parent.

Payee

This term is often used to refer to the parent/caretaker relative or the primary individual (PI) in
MAVERICS, and is the individual in whose name the benefit is paid.

Emergency Payee

The individual who provides temporary care and control for the child(ren) in emergency
situations may receive the TANF benefit for the child as an emergency payee.

Protective Payee

The protective payee accepts the responsibility for receiving and using, or overseeing the use of
the TANF benefit. Protective payees are required when mismanagement of funds has been
proven to be consistent and continued or the caretaker relative is incapable of adequately
managing their business due to physical or mental incapacity or the adult is disqualified and
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sanctioned due to a substance abuse disorder. Refer to the AUTHORIZATION AND
PAYMENT PROCESS for further discussion and to instructions for form MDHS-EA-314,
Agreement Between Department of Human Services and Protective Payee.

Putative Father

The term is used to describe the alleged father of a child for whom paternity has not been legally
established.

Acknowledgment of Paternity

Paternity for a child born out of wedlock may be established for the TANF Program in one of the
following ways:

1.

NOTE:

Legal court proceedings which establish the paternity of the child and result in an order
of affiliation.

Signing of the ASAP form - A Simple Acknowledgment of Paternity - which is a
voluntary document that carries full legal weight once signed by the father and sixty
days have passed. The putative father has sixty days from the day he signs the form to
rescind the paternity acknowledgment.

If paternity for the child was established using the ASAP, process the AP REL
Code in MAVERICS would be PV.

Marriage of the mother and the putative father, provided the father acknowledges
paternity privately and publicly and recognizes the child as his own by supporting him
and providing him with care and supervision.

NOTE: The above method for establishing paternity meets the requirements as defined
by the TANF program and should be used for determining the legal child/father
relationship for a father who is to be included in the assistance unit. For an absent
parent, marriage of the mother and the putative father after the birth of the child alone
does not meet the 1\VV-D Child Support requirement for establishing legal paternity. In
order for the father to be recognized as a legal parent, a Legitimation-A form must be
processed after the marriage. Proper coding of the AP REL field in MAVS for these
situations would be as follows:

NE - Marriage of mother and putative father after birth of child

PV - Legitimation-A form processed following marriage of mother and putative father
after birth of child.

Once paternity for a child has been established by one of the methods described above, the
putative father becomes the legal father of the child. The Child Support worker will help the
parent obtain a court order for support when appropriate.
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Legal Responsibility
Legal Parent

When the child is living in the home with two legal parents who under state statute are legally
responsible for his support, the child is not eligible for TANF even though financial need may
exist in the home unless one parent is incapacitated, sentenced by the court to work without pay
or qualifies as an unemployed parent.

In determining deprivation for TANF, the term legal parent means:

1. The father of a child born of a legal marriage. See below for the definition of a legal
marriage. This applies even when the mother names someone else as the biological
father of her child.

2. The father of a child born out of wedlock when the child’s paternity has been legally
established or who has met the requirement for paternity establishment as defined by the
TANF program by marriage to the child’s mother after birth of the child. See
Acknowledgment of Paternity, #2.

3. The adoptive father or adoptive mother of the child who has been legally adopted
through proper court action.

4. The mother of the child. The mother is always a legal parent of a child without regard
to whether or not the child was born out of wedlock or born of a legal marriage. When
the father’s identity has not been legally established for a child born out of wedlock, the
mother is the only legal parent of the child.

Individuals Not Legally Responsible

The following individuals are not legally liable for the support of a child under state statute and
cannot be considered parents in establishing deprivation or seeking support.

1. A stepfather or stepmother. As an incentive for two-parent families, when a TANF PI
marries on or after October 1, 1999, the income and resources of the newly married
spouse are to be disregarded for six consecutive months. If the new spouse has income
which causes the household’s total income to exceed 185% of the need standard
established at the last case review, the marriage is a reportable change. To be considered
timely the marriage would have to be reported b}ﬁ the 10™ of the month following the
month in which the change occurred. If the 10" of the following month falls on a
weekend or holiday, the report must be made by the last working day prior to the 10™.
When the change is reported timely, the first month of the disregard period will begin
with the first month the spouse can be added to the case. If the change is not reported
timely, the first month of the 6-month disregard will be the month for which the spouse
could have been added, if the change was reported timely. If the marriage does not meet
the criteria of a reportable change, the first month of the 6-month disregard will be the
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first month the spouse can be added to the case following the report of the marriage
whether the change is reported prior to or at the next reevaluation.. After the 6 month
period ends, the income and resources with specified disregards must be considered in

the determination of need for the spouse’s children who are applying for or receiving
TANF.

See Chapter 3, Marriage Disregard, pages 3104-3105, for procedures to disregard the
spouse’s income and resources.
See Chapter 6, Stepparent Situations, for the stepparent budgeting procedures.

A man or woman (not a parent or spouse) who lives in the home and maintains a marital
relationship with the child’s parent; or who maintains a continuing relationship with the
child’s parent outside the home.

A related adult, such as grandmother, grandfather, aunt, uncle, sister, brother, etc.

A putative father of the child when paternity has not been established, even if he lives in
the home with the assistance family. Once paternity for the child has been legally
established, the putative father becomes the legal father of the child for TANF
eligibility.

Legal Marriage

The two types of marital unions which are recognized in this state are statutory marriage and
legal common-law marriage.

1.

A marriage between individuals who were legally free to contract a marriage and one
for which a license was secured and a ceremony performed by a licensed minister or
designated officer for the State. The minister or officer should have completed the
marriage certificate and returned it to the County Circuit Clerk for recording. Since
there is legal presumption in favor of the validity of ceremonial marriage, the worker
will establish a statutory ceremonial marriage as follows:

a.  Ask the parent or other relative to show the marriage license or to tell in which
county the marriage was performed.

b. Check the records in the Circuit Clerk’s office for the recorded license.

C. If the marriage record is not found or the parent or other relative cannot produce
the license, assist him/her to secure a statement from the minister or officer who
performed the ceremony or the witnesses who attended the ceremony.

d.  Ask the parent or other relative to describe the kind of ceremony which took
place.

A statutory ceremonial marriage when established as described above will be recognized as a
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legal marriage unless there is a serious reason to doubt the validity of the marriage such as:

. A previous husband is living in the community or is in touch with the county and
states that he did not obtain a divorce from the mother prior to the present
marriage.

. Some other individual is in a position to know the marital history of the mother
and the prior husband and raises a question as to the legality of the current
marriage.

. Records in the agency, such as a previous application by the individual or a

former husband and some other individual, contain statements which raise
questions of legality.

In these instances the county office must assist the parent in determining the status of
the prior marriage in order to determine the status of the current marriage and of the
children involved as to whether they are legal or illegitimate children.

2. A common-law marriage which was entered into prior to April 1, 1956, in Mississippi,
is as legally binding as one established by a statutory ceremonial marriage provided:

a. Both parties were free to contract to marry. That is, any previous marriage had
been terminated by death or divorce or the parties had never been married before.

a. The parties agreed to become husband and wife.
C. The parties lived and cohabitated together in Mississippi as man and wife, thus
d.  openly proclaiming their marital relationship.

NOTE: Applicants who claim a common-law marriage status from another state must provide
appropriate documentation in order for the legal marital status to be recognized.

Court Ordered Custody

The fact that the court has granted custody of a child to someone other than the individual or
agency giving care and supervision to the child does not:

1. Terminate the parent’s responsibility for support of the child. Usually the court order
includes a statement regarding the parent’s responsibility for support.

2. Invalidate the TANF assistance unit requirements that the legal parent in the home be
included in the budget as payee with a protective payee as appropriate.

3. Make a relative other than a parent financially responsible for the child.
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4. Prevent another parent or relative from receiving TANF for the child.

Joint Custody Cases

When parents are granted joint custody of a child(ren), the worker will need to evaluate each
situation to determine whether or not the requirements of continued absence and living with a
caretaker relative are met.

Note that the child who is spending a portion of each month with each parent will not be
continuously absent from either parent and that both parents will continue to exercise parental
control. Also, note that children may be eligible with one parent when parental functioning of
the other parent is terminated long enough for eligibility to be determined and that children may
be temporarily separated from their usual caretaker relatives. The case record must be
thoroughly documented to support such determination of absence.
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GENERAL

The Personal Responsibility and Work Opportunity Reconciliation Act of 1996, Public Law 104-
193, contains specific time limits in which families with an adult may receive assistance under
any State program funded under Section 403. Cases with no adult in the budget (child only
cases) are the only cases exempt from the federal time limits. The time limit counters started
with payments for the month of October 1996.

12-MONTH WORK EXEMPTION LIMITS

Certain TANF Work Program exemptions carry a maximum lifetime limit of 12 months. These
months do not have to be consecutive. Once the count reaches 12 months, however, the recipient
will not be eligible to claim that exemption again.

The exemptions subject to 12-month limits are:
1. Caretaker of a child under 12-months of age (JJ), and
2. Victim of domestic violence (JV).

Months used under the caretaker of a child under 12 months (JJ) and the domestic violence (JV)
exemptions do not count in the 24-month lifetime limits. If the months of the “JJ” or “JV” codes
increase to 13, the 24-month counter will be incremented for that month.

24-MONTH MAXIMUM

Any TANF case in which a parent or caretaker relative is referable to the TANF Work Program
(TWP) is limited to a maximum of 24 months of financial assistance within the 60-month
lifetime limit, unless engaged in an approved work activity. This is a lifetime maximum,
nationwide, and runs concurrently with the 60-month count, when applicable. Months used in
other states do not count in the 24-month time limit for Mississippi recipients. The 24 months
are cumulative, and do not have to be consecutive. Any month for which the recipient family
receives a TANF benefit is included in the 24-month count.

The 24-month count begins with the first month the TANF recipient is referred to the TANF
Work Program (TWP). As of October 1999, the 24-month time limit counter will not be
incremented if the individual meets an exemption or is participating in an allowable work
activity, i.e., the individual is assigned to an allowable component with an actual start date in
JAWS. (Refer to the exemption chart in Chapter 8, Exempt Individuals.)
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60-MONTH LIFETIME MAXIMUM

TANF cases that include an adult are limited to a maximum of 60 months of financial assistance.
This is a lifetime maximum, applicable nationwide. Months used in other states do count in the
60-month time limit for Mississippi recipients. The 60 months are cumulative and do not have to
be consecutive. Some states chose a shorter period of lifetime eligibility. Transfers from other
states who apply in Mississippi and who have received less than 60 months of assistance may be
eligible for the remaining portion of the maximum limit. Individuals transferring from
Mississippi to a state with a lower maximum time limit will be subject to the limit for the new
state of residence.

Adults who have received TANF cash assistance for five cumulative years (60 months) will no
longer be eligible for cash assistance. The 60-month time limit requirement applies to the adult
or teen head of household TANF recipient. The 60-month time limit does not apply to child-
only cases, i.e., the child resides with a grantee relative (not a parent) who is not included in the
TANF assistance unit or resides with a parent(s) who is ineligible for reasons other than TWP
sanction or other disqualification. The 60-month counter will be incremented for all exempt and
non-exempt families with an adult. If the case contains an individual with a relationship code of
“PI”, “SP”, or “LP”; a participation code of “IN”; and a TANF check (TANF benefit or
transportation) was paid for the benefit month, the 60-month counter will increase by one. The
first month of the count for an application household is the first month of money payment
eligibility.

NOTE: Transitional Services (transitional transportation, transitional child care) provided to
employed families are not defined as assistance and will not increment the 60-month
counter.

CASE REVIEWS REQUIRED

A face-to-face interview must be completed for all adults who have used 40 or more months of
TANF assistance to develop an action plan for moving them to self-sufficiency and/or extending
the 60-month time limit for each case. Workers must regularly review the TANF High Counters
Report (Report Name JC250A) and schedule face-to-face interviews as quickly as possible for
all new adults appearing on the report. County and regional staff are responsible for ensuring
that every effort is being made to move families to self-sufficiency. If the individual meets an
exemption, the worker must discuss, in detail, and document the following:

1. Sixty-month time limit and the potential impact on the individual’s family;
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2. Exemption status to include exemptions requested/granted, reasons and duration. In the
case of long-term medical exemptions the following questions should be asked: Is the
individual following the doctor’s orders? Has the individual applied for SSI? If yes, how
many times, when, and what was the result?

3. Employment barriers to include child care, transportation, health issues (participant,
children and other household members), school attendance, etc. Short and long term
resolutions;

4. Employability status to include education, training, skills, work experience, employment

history (tenure and reason for leaving);
5. Realistic job placement opportunities; and

6. Individual’s action plan for supporting his/her family when the TANF case is closed (to
be submitted by the participant).

If the individual does not meet a work program exemption or hardship reason, the worker must
discuss, in detail, and document the following:

1. Sixty-month time limit and the potential impact on the individual’s family;

2. Reason(s) for remaining on TANF;

3. Employment barriers to include child care, transportation, health issues (participant,
children and other household members), school attendance, etc. Short and long term
resolutions;

4. Employability status to include education, training, skills, work experience, employment

history (tenure and reason for leaving);

5. Realistic job placement opportunities jointly identified by the case manager, employment
coordinator and participant;

6. Action plan to assist the individual in becoming self-sufficient within his/her remaining
months of the 60-month time limit or documented extension. The action plan should be
developed jointly by the case manager and participant;
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7. Action plan for supporting his/her family when the TANF case is closed (to be submitted
by the participant); and

8. The family’s action plan must be implemented immediately upon completion of the
jointly developed agreement/assessment. Frequent reviews/reassessments must be made
to ensure completion of the course of action to reduce barriers to successful completion
within the time limits.

If the individual is working but not earning enough to transition off TANF, the case manager or
employment coordinator must evaluate the job placement to determine if employment hours can
be increased, if promotional opportunities are available or if another job placement must be
obtained.

NOTE: If promotional opportunities are available but require additional skills, the employment
coordinator, in conjunction with the Work Program Unit, should work with the employer
to develop specific skills training programs.

HIGH COUNTER ACTION PLAN

Two forms have been designed to ensure that the case management actions/activities outlined
have been reviewed and approved. MDHS-EA-313, High Counter Action Plan, is to be used by
the county to identify and remove barriers and develop the best action plan for the individual.
The county must complete the MDHS-EA-313 for each individual listed on the TANF High
Counters Report. At the discretion of the regional director, screen prints from MAVERICS
and/or JAWS may be substituted for duplicated information on MDHS-EA-313. The
regional director must confirm the alternate instructions in writing to county staff with a
copy sent to Field Operations. MDHS-EA-313 includes space for the regional director’s
signature, approval/denial of the action plan and comments.

Counties must set-up individual high counter files which will be used to maintain and route the
MDHS-EA-313 and MDHS-EA-313A's to the regional director for review, signature,
approval/denial and comments. The regional director will return the file to the county office to
be attached (rubber banded) to the individual’s case record or re-routed for additional
information or further action, if the plan is not approved.

MDHS-EA-313A is a multi-purpose form that will be completed at each 90-day case review
following the date of the original 313 interview. The case manager/eligibility worker will use
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this form to document progress toward the goals established by the MDHS-EA-313 and the
continued plan of action. A brief summary of the case review and statement regarding the
family’s potential eligibility for an extension beyond the 60-month lifetime limit should be
included. The county director or his/her designee will use this form to review high counter
cases, address concerns and assess the action(s) taken by the worker and client. The regional
director will use this form to review high counter cases, address concerns and assess the actions
taken by county staff.

NOTE: It is not necessary to complete a new MDHS-EA-313 as part of the 90-day review
process. MDHS-EA-313A must be completed during the 90-day review process. It is
recommended that workers update MDHS-EA-313 using a different colored ink
at the time of the 90-day review, if necessary.

Page two of MDHS-EA-313A must be completed if the family has three (3) months or less
remaining in the 60-month counter. The worker must recommend whether an extension should
be granted. The county director must agree or disagree with the worker’s recommendation and
route the high counter file to the regional director for review and approval or denial. Note:
Supportive services will be made available, if needed, for individuals who receive an extension
and are required to participate in the TANF Work Program.

Routing and Reviewing High Counter Action Plans

A systematic process has been established for routing, reviewing and handling high counter
cases. The following procedures must be followed statewide:

1. A high counter file must be set-up at the time of the face-to-face interview. This file will
be used to maintain information pertaining to the high counter review, i.e., MDHS-EA-
313, MDHS-EA-313A and other pertinent documentation pertaining to the high counter
review.

2. MDHS-EA-313 must be completed as part of the face-to-face interview process. If the
client “no shows” for the interview, appropriate action must be taken and MDHS-EA-313
documented accordingly. If the client who meets an exemption fails to show for an
interview, document the case and handle the completion of the MDHS-EA-313 at the
next review. If the client who does not meet an exemption fails to show for an interview,
the case manager should start the conciliation process.
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3. The high counter file, along with appropriate documentation must be routed and handled
according to the procedures outlined in this chapter. Each reviewer must have sufficient
information to adequately review the case and ensure proper handling.

4. Upon completion of each review, the high counter file will be attached (rubber banded) to
the individual’s case record and maintained accordingly.

County directors must establish a tickler system to ensure that each case displaying 40 or more
months in the 60-month column on the TANF High Counters Report (Report Name JC250A) is
handled timely. This tickler system must be maintained on an ongoing basis to ensure the
follow-up MDHS-EA-313A is prepared and reviewed by the county and regional director within
the time frames outlined in policy.

MDHS-EA-313 must be completed as part of the face-to-face interview process. High counter
cases must be reviewed based on each family’s action plan and individual case circumstances
every 90 days. It is not necessary to review cases in which the PI is age 60 and over (TWP status
code of JA) or a recipient of SSI (coded SS) every 90 days. If the individual’s SSI benefits are
terminated and he/she is added back in the budget (coded IN), MDHS-EA-313A must be
completed at that time. Case changes that occur between review dates must be clearly
documented and handled according to current policy. These actions must be reviewed as part of
the high counter case review process. During the interview/review process, the worker must
explain to the family that they will not be eligible for transitional services (child care,
transportation, etc.) if the TANF case closes for any reason other than increased earned income
or loss of disregards. Special effort should be made to assist individuals who are employed, but
not earning enough to transition off TANF (i.e., assistance with increasing their work hours
and/or finding a better job).

60-MONTH CLOSE OUT FOR CASH ASSISTANCE

Workers should not begin the conciliation process for TWP families who are approaching their
60™ month, but should send the 60™ month closure notice (A545) and allow the case to close.
Workers should be aware that the counters on CAP2 are not current and should insure closure
notices are sent timely to avoid exceeding time limits. Current adverse action policy applies to
TWP mandatory participants who “no show” for the face-to-face interview and the worker
should proceed with the conciliation process. Conciliations and sanctions do not apply to
individuals in an exempt status. If an exempt individual “no shows” for the face-to-face
interview, the worker should document the case record accordingly and take action to close the
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case for non-cooperation. The worker should verify that the TWP program status code is correct
and appropriate documentation is contained in the case record. Prior to closing a high counter
case for any reason, the case must be reviewed, via the MDHS-EA-313A process, by the county
and regional director. This will ensure proper handling and allow the case to be removed from
the tickler.

EXTENSIONS

After a family has received 60 months of TANF assistance, the family may be exempt from case
termination and receive extended benefits under the 20% cap if certain hardship criteria are met.
The average monthly number of such families may not exceed 20% of the State’s average
monthly caseload.

Extensions are subject to the 20% exemption cap mandated by federal law. Up to 20% of the
TANF caseload can be extended beyond the 60-month time limit due to hardship factors. Under
an extension, families reaching the 60-month time limit will continue to receive assistance if they
meet certain criteria. When the time limit is reached, extensions may be based on hardship
circumstances within a family or external circumstances, such as high unemployment in a local
area. Individuals approved for Post-Secondary Education (PSE) will not be granted an extension.
The adult may not be considered for an extension of the 60-month time limit when the only
child(ren) remaining in the TANF case is subject to the family cap and cannot receive a money
payment. NOTE: The TANF case must be closed when the last child is a family capped child
regardless of the number of months remaining in the 60-month counter.

In order to approve an extension, the CM/EW must review the family’s current and past
circumstances. The individual may be granted an extension if one or more of the following

apply:

1. The individual meets one of the following exemptions:

. Over age 60 (JA) - After 60 months of assistance, the needy caretaker adult will be
removed from the grant allowing the case to become a child only case or the TANF case
will be closed.

. Incapacity (JB) - The exemption may continue beyond 60 months as long as the

individual remains incapacitated and the household income does not exceed the
Basic100% Requirement for the TANF Program. The case must be reviewed every 90
days.
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. Caring for an ill or incapacitated adult/child (JF/JC) - The exemption may continue
beyond 60 months as long as the parent is required to care for the disabled adult/child and
the household income does not exceed the Basic100% Requirement for the TANF
Program. The case must be reviewed every 90 days.

TANF cases approved for the following exemptions will not be extended beyond the 60-
month lifetime maximum:

Receiving treatment for drug abuse (JD);

Meets the requirements as victim of domestic violence (JV);

Has a temporary illness in the 60" month which may lead to a JB code (JL);
Is in the third trimester of pregnancy when the 60" month pays (JK); or
Caring for a child under 12 months of age when the 60™ month pays (JJ).

2. The individual is currently unemployed or underemployed but has a history of retaining
employment.

NOTE: An extension cannot be approved for individuals who have a history of rejecting or
quitting a job.

NOTE: When approving a case for a disregard, the CM/EW must explain that the 60-month
counter will be incremented during the disregard period. Individuals receiving the 3-
month, 6-month or marriage disregard at the time the 60™ month pays, will not be
eligible for any remaining months of their disregard. Individuals who find employment
in their 60™ month will not be eligible for any of the earned income disregards.

3. The individual has satisfactorily complied with work program requirements based on
continuous assessment and progress made, attendance records, conciliations and
sanctions imposed.

4, Local job opportunities that match the individual’s skills and experience are unavailable.
5. Suitable child care and transportation are unavailable

If an extension is approved, the CM/EW must schedule face-to-face extension (MDHS-EA-
313A) reviews at least every 90 days to determine the client’s progress towards self-sufficiency,

and to discuss the expired 60-month time limit, and imminent TANF case closure. TANF
reevaluations will continue to be scheduled as normal.
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The following chart is provided as a guide for granting and terminating TANF extensions.

CODE DEFINITION EXTENSION

JI Children under the age of 18. Not subject to 60-month life-time limit.

JA Adults age 60 and over in assistance | The needy caretaker adult will be removed
units  that included children | from the grant allowing the case to become a
otherwise eligible for a TANF | child only case or the case will be closed.
payment.

JB Adults who are determined to be | The JB code may continue as long as the
incapacitated. Requires medical | adult remains incapacitated and the
review decision. household income does not exceed the Basic

100% Requirement for the TANF Program.
A case review is required every 90 days.

JC Parents who are required to care for | The JC code may continue as long as the
an ill or incapacitated child. | parent is required to care for the disabled
Requires doctor’s statement. child and the household income does not

exceed the Basic 100% Requirement for the
TANF Program. A case review is required
every 90 days.

JD Adults who are in treatment for drug | The case will not be extended beyond the 60-
abuse. Requires health care provider | month lifetime maximum. The case will be
documentation. closed.

JF Parents who are required to care for | The JF code may continue as long as the
an ill or incapacitated adult. | parent is required to care for the disabled
Requires doctor’s statement. adult and the household income does not

exceed the Basic 100% Requirement for the
TANF Program. A case review is required
every 90 days.

JV Adults who meet the requirements | The case will not be extended beyond the 60-
as victims of domestic violence. | month lifetime maximum. The case will be
Requires police reports. closed.

JL Adults who report a temporary | The case will not be extended beyond the 60-
illness or injury based on medical | month lifetime maximum. The case will be
evidence. Requires  doctor’s | closed.
statement.
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CODE DEFINITION EXTENSION

JK Adults who are exempt in | The case will not be extended
their  third  trimester  of | beyond the 60-month lifetime
pregnancy due to medical | maximum. The case will be
complications. Requires | closed.

doctor’s statement or other
medical documentation.

JJ Adults who are caretakers of a | The case will not be extended
child under 12 months of age. | beyond the 60-month lifetime
maximum. The case will be
closed.

NE WP WH WL SM Adult mandatory participants. | The case will not be extended
beyond the 60-month lifetime
maximum. The case will be
closed.

County and regional staff are responsible for granting extensions. The Statewide TANF 20% Exemption
Summary Report (TA120B) runs at the end of the month for the current month and is distributed to
county and regional offices. This report must be used by county and regional directors to monitor their
county’s/region’s case exemptions to ensure each county does not exceed its 20% limit.

EXEMPTIONS FROM TIME LIMITS

Cases with no adult in the budget (child only cases) are the only cases exempt from the federal
time limits. The 60-month counter will increment for all other cases (exempt and non-exempt).
The State may exempt no more than 20% of the TANF recipient families who meet a work
program exemption from the 60-month work requirements time limit. The domestic violence
(JV) and caring for a child under 12 months (JJ) exemptions are limited to a lifetime maximum
of 12-months. (Refer to the exemption chart in Chapter 8, Exempt Individuals.)

RESPONSIBILITIES OF ELIGIBILITY WORKER AND CASE MANAGER
It is the responsibility of the case worker who initially interviews the TANF applicant to fully
explain time limits. The worker must insure that the applicant realizes the importance of

planning for self-sufficiency as TANF assistance will only be available for a limited time.

As changes occur in an ongoing case that affect the exemption status of individuals, the worker
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handling the change is responsible for explaining any effects on time limits and helping the
individual make choices. Recipients should be encouraged to terminate assistance when their
situation improves enough to warrant it so that any remaining months of eligibility will be
available for future use.

TIME LIMIT COUNTERS

MAVERICS tracks the number of months of TANF eligibility used by the individual. Four
separate counters track the 60- and 24-month limits and the 12-month work exemptions.

The time limit counters display in four separate locations in MAVERICS:

1. CLPR (Client Profile) screen - displays months used in each category when inquiring on
an individual client.

2. CAP2 (Case Profile) screen - displays months used for that case when CAP2 is accessed.

3. JCHI (JOBS Code History) screen - This screen is accessed from JOBS and displays
month by month TWP referral and exemption codes.

4. TLHI (Time Limit History) screen - This screen is accessed from the SSDO (SSN/Date
of Birth/Sex) screen and displays month-by-month and total months used in all counters.

MAVERICS NOTICES

Notice A454, TANF 60-Month Time Limit Closure Notice, will be used by the worker to notify
a recipient family that the TANF case is closing because the family has received its lifetime
maximum of 60 months of TANF assistance. Notice A455, TANF 60-Month Time Limit
Extension Approval Notice, will be used by the worker to notify a recipient family that based on
certain hardship criteria, an extension of the 60-month maximum time limit has been approved.
Notice A456, TANF 60-Month Time Limit Extension Closure Notice, will be used by the worker
to notify a recipient family that the TANF case is closing because the family has received
extended benefits for the maximum time allowed or the extension is being terminated.

Upon determination at application, a client has exhausted their 60 or 24 month time limit; send
Notice A226 Denial TANF 60 Month Lifetime Maximum or A227 Denial TANF 24 Month
Time Limit to deny the application.
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NOTE: Documentation (notice number and date mailed) that the notice(s) was sent must
be noted on MDHS-EA-313 and/or MDHS-EA-313A.

FAIR HEARING NOTIFICATION

The fair hearing notification is included on the back of all MAVERICS notices. TANF benefits
may continue during the hearing process if requested timely. TANF benefits will not continue
during the hearing process if the request is based on a change in law or policy, the expiration of
the 60-month lifetime assistance period or termination of extended benefits.
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GENERAL

The Mississippi Code of 1972, Annotated, at 43-17-5 requires the Department to have applicants
for and recipients of public assistance sign a personal responsibility contract acknowledging their
responsibility to the State.

REQUIREMENTS

The MDHS-EA-312, Personal Responsibility Contract, must be explained and completed with
each application or reapplication for TANF benefits. A signed contract is a condition of
eligibility. Refusal to sign or failure to return the signed contract timely will result in denial of
the application.

The parent or caretaker relative responsible for the TANF children must sign the contract
whether or not the adult is included in the assistance budget. If the family includes a second
parent, that individual must also sign the contract. If the second parent is not present at the
interview, a copy of the partially completed contract may be given to the applicant with
instructions for completion and return of the form. The eligibility worker, case manager,
supervisor or county director who conducts the interview and explains the TANF program will
also sign and date the form.

Volume 111 | Chapter 3 Re{orfe)



NON-FINANCIAL CRITERIA: ASSISTANCE UNIT
\WIRRIERIIZEN CONCEPT

Revised 08-01-06

DEFINITION

The assistance unit (AU) is defined as all individuals who must be included in the TANF budget
group. The assistance unit was formerly called the standard filing unit (SFU).

INDIVIDUALS TO BE INCLUDED IN THE ASSISTANCE UNIT

The needs of an adult must be included in the assistance unit as a TANF recipient eligible for
TWP services when he is:

1. The legal parent of at least one child in the budget or of a child who would be in the
budget if not receiving SSI, or

2. In families with two legal parents in the home, one parent is incapacitated, unemployed
(TANF-UP), or sentenced to work without pay while being allowed to live at home.

Based on accrual rights, include the following individuals who are living in the household in the
assistance unit:

1. The technically eligible children under age 18 who are blood-related legal siblings or
adoptive siblings of the child(ren) applying for TANF.

Children (siblings) considered technically ineligible for TANF are those who receive SSI
and those who are not deprived. If SSI is received, a participation code of SS is
appropriate for the TANF case. Children who do not qualify on the deprivation factor are
coded OU.

Children who are not eligible on citizenship and alienage and children ages 13 - 17 who
are not meeting school attendance requirements are disqualified (DI).

Children ineligible for money payment due to family benefit cap requirements are still
part of the assistance unit and must be included in the case with a participation code of
IN. All technical eligibility factors must be met for such children.

Also remember that a sibling for whom age and relationship has not been established
cannot be included in the TANF budget. If the payee refuses to cooperate in verifying
age and relationship, eligibility for the case cannot be determined. Reject the application
or close the case. If the mother is making every effort to cooperate and the income and
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resources of the child can be determined, sanction the child until he/she meets the
eligibility requirement. This also applies for children not meeting the enumeration
requirement.

2. The legal parent(s) with whom the child or children live unless the parent(s) is:

a. An SSI recipient or was converted with the SSI recipients and is still included in
the SSI computation as a converted ineligible spouse. The parent’s participation
code should be SS in MAVERICS. The income and resources of these parents
must not be considered.

NOTE: Individuals who do not receive SSI payments, but are considered to be SSI eligible by
the Social Security Administration fall within the above category and are coded SS in
MAVERICS.

b. Being penalized because of a failure to cooperate in meeting enumeration
requirements for a child. Remember, however, that such a parent’s net income
must be included, using the earned income disregards in the TANF budget. The
parent’s participation code MUST be DI in MAVERICS.

C. Ineligible on citizenship and alienage requirements. The participation code must
be DI.

d. Married to the TANF Pl on or after October 1, 1999. In this situation the
spouse/legal parent’s presence in the home will be disregarded for 6 consecutive
months beginning with the month the spouse is added to the case. The
relationship code used in MAVERICS will be NW. See MARRIAGE
DISREGARD Chapter 6.

3. A needy grantee relative, other than a parent, fulfilling the parental role, provided he
wishes to be included and is not an SSI recipient, or was converted and still included in
the SSI computation as an ineligible spouse.

NOTE: Remember that a relative other than a parent cannot be designated as payee if one of
the legal parents is living in the home with the children.
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Needy Caretaker When Only Child(ren) SSI

When application is made for TANF for a household which includes only a child(ren) who
receives SSI, the presence of such SSI children is taken into account for purposes of qualifying
that family for TANF. However, the determination of the amount of TANF benefits can be
based only upon non-SSI individuals who are eligible to receive cash assistance. That is, only
the needs and income of those eligible non-SSI individuals may be included in the budgetary
process. Money payment may be available only to the non-SSI caretaker relative in a TANF
case. The participation code(s) of the SSI child(ren) should be SS.

Inclusion of Mandatory Assistance Unit Members - Special Procedures

The Deficit Reduction Act (DEFRA) requires the inclusion of certain individuals in the
assistance unit at the time of application, redetermination or when known to the agency
regardless of whether or not an application has been filed for such individuals. Use the
following procedures when adding mandatory individuals to an assistance unit:

1. Inform the payee of the requirements for the inclusion of such individuals at the next
recertification/review;

2. Redetermine eligibility for the assistance unit based on the additional individual. Code
the individual IN in MAVERICS only when he meets all technical eligibility
requirements. If there is refusal to comply with a technical eligibility factor, apply the
appropriate sanction;

3. Terminate assistance for the entire family group when the income of such individual
added to the income of other family members makes the unit ineligible on the need
factor;

4. If the computation results in ineligibility, take appropriate action to deny or close the
case.

MINOR PARENT CRITERIA

The Mississippi Code at 43-17-5 requires that minor parents (under 18 years old) who are not
married and the dependent child or children in their care, live with the minor’s parent(s) or other
adult caretaker in order to receive assistance, unless there is good cause. The income and
resources of the minor parent’s parents or needy caretaker relative (non-parent Pl included in the
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budget) must be considered when determining eligibility.

The intent of the law is that the minor parent remain under responsible adult supervision to
oversee the well-being of the minor parent and child and to provide guidance to the young
parent. The parent or caretaker relative will be the individual making application and the check
will be paid to the adult guardian. Therefore, the adult caretaker must be within the specified
degree of relationship for TANF approval.

Good Cause

Any request for exemption from minor parent requirements must be referred to the Policy Unit
for a decision.

The minor parent may be exempt from the requirement that she live with an adult caretaker in
the following situations:

1. The minor parent has no living parent or suitable relative, or their whereabouts are
unknown.
2. No living parent, specified relative, or legal guardian will allow the minor parent to live

in his or her home.

3. The minor parent has lived on her own, apart from adult supervision, for at least one year
prior to the birth of her child or prior to making application for TANF.

4. The physical or emotional health or safety of the minor parent or her child would be
endangered by residing with the minor parent’s parent or other caretaker.

5. There is other good cause to grant assistance to a minor parent living apart from adult
supervision.

When good cause is claimed for physical or emotional health or safety reasons, current
verification from court, physician, mental health, police, or other medical records is required. A
referral to Family and Children’s Services is mandatory when no verification is available. The
case record must be fully documented to explain the reason for the good cause request. Submit
the good cause request with appropriate documentation to the Policy Unit for a decision. No
minor parent case may be approved unless good cause is allowed by State Office.
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School Attendance

Minor parents who have not completed high school or a GED are required to remain in school.
School attendance requirements apply once the minor parent’s child is 12 weeks old. While the
minor parent will be exempt from the TANF Work Program as under 18 (code JI), supportive
services are available if the minor parent needs child care in order to remain in school. In this
situation, refer the minor parent to TWP as a volunteer (code MV).

MARRIAGE DISREGARD

As an incentive for two-parent families, for the first marriage of the PI occurring on or after
October 1, 1999, the Mississippi Department of Human Services will:

° Disregard the income and resources of the new spouse for 6 consecutive months;
and
° Offer TWP services to the new spouse if that person is unemployed or under

employed. See Chapter 8 for further information.

Allowing this disregard of income and resources will encourage marriage and two parent
families and may provide the newly formed family an opportunity to establish a home and better
surroundings for the children. The following minimum requirements must be met before
disregarding the income:

1. The marriage must be the first marriage for the Pl which occurs after October 1,
1999;
2. The marriage date must be verified,

3. An MDHS-EA-348, Request for Income and Resource Information for
Stepparent/New Spouse, must be completed by the recipient; and
4. The worker must set a review date for the 6 month of the disregard if possible.

This is a one-time disregard and will be applied for 6 consecutive months. MAVERICS notice,

A706, Marriage Disregard Notice, will be sent advising the PI that the new spouse will be
added to the case but that this will not affect the TANF money payment for six months. If the
addition of the new spouse meets the requirements for a reportable change, the 6 month count
begins with the month the spouse could be added to the household if the change is reported
timely. If the change is not reported timely, the disregard period will be allowed prior to the
determination of claim status. If the marriage does not meet the requirements for a reportable
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change, the 6-month disregard period will begin with the first month the spouse can be added to
the household after the change is reported. In this instance the change will be considered to have
been reported timely if the marriage is reported at the next reevaluation. If the household reports
the addition of the new spouse prior to the next reevaluation, the worker will act on the change
even if the change is not considered reportable under Simplified Reporting requirements. If the
new spouse who is unemployed at the time the marriage disregard is applied, finds employment,
his/her income will be disregarded for the months remaining in the 6-month time frame. This
disregard applies only to the TANF case and would not affect the Food Stamp case.

See Chapter 6, Marriage Disregard for instructions for correct coding of MAVERICS screens
during disregard period.

NOTE: Alien status of the new spouse does not affect eligibility for the marriage disregard.

Once the 6-month period ends, the TANF case must be reviewed: a new MDHS-EA-348 must
be completed; the spouse will be added to the case; and the disregard of income and resources
will be removed. If the addition of the spouse and his /her income to the case at the end of the 6-
month marriage disregard period causes case closure, the family does not qualify for the 3-month
disregard.

MAVERICS notice, A415, Marriage Disregard Closure Notice, will be sent advising the
recipient of the case closure and the reason for the closure. After the 6-month disregard ends and
the spouse is added to the TANF case, if the new spouse then gets a new job and his/her income
makes the family ineligible, the TANF case must close.

NOTE: The end of the marriage disregard period does not qualify the family for the 6-month or
3-month total disregards. If the payee’s new spouse leaves the home during the disregard
period, the marriage disregard ends with the next possible month and the recipient loses
any future entitlement to this disregard.

Legal Parent Situations

If the TANF recipient marries the legal parent of at least one of the children in the TANF case
after October 1, 1999, the worker should first determine whether the family would qualify for
TANF based on unemployed parent or incapacity deprivation factors. If the Assistance Unit will
qualify, then process the new spouse for TANF and not the marriage disregard, and the
deprivation information in the case will remain the same until the end of the disregard period.
Child Support Enforcement will be notified via the change reporting procedure for the MAVS-
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METSS interface system. If the new spouse who is a legal parent receives SSI, the disregard will
not apply because he/ she will not be a part of the TANF Assistance Unit because of receipt of
the SSI. The deprivation reason could change however (i.e. from absent to incapacitated).

At the end of the disregard period, the situation must be reviewed to again determine whether the
child(ren) remain deprived based on incapacity or unemployed parent criteria.
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GENERAL

According to State law, the TANF benefit is limited to children already born or conceived at the
time of initial application. Only children born into the family during the first ten (10) months of
assistance or a child whose date of birth is prior to the end of the 10-month cap period for the
case will be added to the benefit unless the child meets one of the exception reasons. If a child in
a current TANF case becomes part of another TANF case (new or existing), the child’s eligibility
depends on the 10-month cap period of the case in which the child is being included. If the
child, whether capped or not in a previous case, was born prior to the end of the 10-month cap
period in the new case, the child may be added to the benefit in the new case. MAVERICS will
look at the child’s date of birth and the cap date of the case to determine if the child can be added to
the TANF benefit.

EXAMPLE: TANF case contains a mother, an eligible child born August 1, 1999, and a capped
child born September 10, 2002. The mother moves out of the state and leaves the children with a
grandmother. The grandmother already has an open TANF case with another grandchild. The
10-month family cap period in this case ended October 31, 2002. Because the two children
moving in with the grandmother were born prior to October 31, 2002, both the eligible child and
the child capped in the previous case can receive benefits in the grandmother’s case.

EXAMPLE: TANF case contains the mother, a minor mother and her baby. The baby has been a
capped child since birth. When the minor mother turns 18, she establishes her own TANF case
with her child. As the PI, the 18-year old’s cap period will begin with the first benefit month in
the new case. The child, capped in the previous case, is eligible for benefits in the new case.

Upon initial case approval, MAVERICS will generate and mail to the household notice A918,
TANF Family Cap, which explains the family cap policy. The notice will be sent the first time
the family cap start date is set on the CAP2 screen. The family benefit cap date is based on the
first benefit month. This month is the first in the ten-month count. A benefit month can be a
month in which the benefit, whether regular or prorated, is less than $10.00 and not actually paid
to the recipient.

EXAMPLE: Application is made September 25 and TANF is approved October 15. October is
the first benefit month. Children born through July 31 will be potentially eligible
for a benefit. October through July is the 10-month cap period. Children born on
or after August 1 will not be eligible unless the capped child meets an exception.

EXAMPLE: Application is made March 2 and TANF is approved March 25. A prorated
benefit will be issued for March, and that is the first benefit month. Children born
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through December 31 will be potentially eligible for a benefit. March through
December is the 10-month cap period. Children born on or after January 1 will
not be eligible unless the capped child meets an exception.

EXCEPTIONS TO FAMILY BENEFIT CAP

The cash benefit will not be increased to include children born into a TANF recipient family
after ten months from initial program participation except when:

1. The child was born prior to the ten-month limit and is returning home.

EXAMPLE: TANF is approved for benefits starting in November, 2001. The 10-
month cap period for the case is November 2001 through August 2002. A child, age 6,
who has been living with a grandmother returns to the mother’s home September, 2003.
Since this child was born prior to August 31, 2002, the child is not capped and may
receive benefits in the mother’s case.

2. The new child was conceived as a result of rape, incest, or sexual assault, as verified by
doctor’s statement and police records.

3. Parental custody has been legally transferred.

4. The child is born after a period in which the family has not received TANF assistance for
a period of at least 12 consecutive months.

EXAMPLE: The TANF case closes for July, with the last benefit in June. Children
capped during the original eligibility period will remain capped unless a child meets an
exemption at reapplication. Children born July 1 through June 30, during the first 12
months of closure, will be capped children at any future reapplication, unless the child
meets another exception. Children born after the 12th month of closure are not capped
and are potentially eligible for benefits at reapplication.

5. When the child’s parent dies, becomes too incapacitated to provide care, Or is
institutionalized or incarcerated for an extended period of time.
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REAPPLICATIONS

When a TANF case closes and the family reapplies at a future time, determine family cap status
for each child as follows (Note: MAVERICS Notice A918, TANF Family Cap, will not be sent
to the household upon approval of reapplications):

1. Children included in the original benefit and still eligible under regular TANF criteria
may be included.

2. Children capped in the original case remain capped in that case unless an exception is
met at reapplication.

3. Children born during the first 12 months of TANF closure are capped, unless an
exception is met.

4. Children born after the family has been off TANF assistance for at least 12 consecutive
months may be added if the family is reapproved for benefits.

5. Children born within 10 months of reapproval may be added to the benefit, if the family
has been off TANF assistance for at least 12 consecutive months.

6. Children born prior to the original 10-month limit and have returned home may receive
benefits.

NOTE: A new 10-month period to add new children is allowed only when the family has been
off TANF assistance for at least 12 consecutive months. EXisting children are subject to
the cap period applicable to them based on date of birth, unless exempt from this
provision at reapplication.

ADDING NEW CHILDREN TO THE ONGOING CASE

The fact that a child will not be eligible for a benefit due to the family cap does not change the
family’s requirement to report the birth of the child as required at the next review. Capped
children are still part of the assistance unit. An interview with the grantee relative to add the
child to the case is required.

All eligibility criteria apply to a child under family cap and must be verified as appropriate for
any member of the assistance unit. The capped child is coded “IN” the TANF budget but will
have a family cap code of “NE”. On the PRAW screen in MAVERICS, the capped child will
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have a code of “1”. The grantee relative must cooperate with child support on the capped child.
The family may qualify for work exemption and child care assistance on the basis of this child as
well. Child care expenses for capped children are allowed as a dependent care deduction.
Capped children are not excluded from food stamp eligibility. Eligibility for other programs
should be explained to the parent when adding a child to TANF.

INCOME OF CAPPED CHILDREN

Though capped children are considered part of the assistance unit, their income is not included in
the TANF budget. Any income attributed to a capped child must be coded by the child in
MAVERICS. The income will not count in TANF, but will be included in the household’s food
stamp budget. For example, child support paid directly to the PI for a family cap child must be
coded by that child in MAVERICS so that the income will not count in the TANF budget.

EXPLANATIONS AND DOCUMENTATION

It is the responsibility of the worker interviewing the grantee relative to explain family cap
requirements. The family cap date must be entered on the MDHS-EA-312, Personal
Responsibility Contract, at time of interview. Upon approval, the cap date will appear on the
CAP2 screen and an automatic notice will be generated by MAVERICS to explain Family
Benefit Cap to the recipient. Documentation of family cap status is required on the MDHS-EA-
900A, Interactive Interview Documentation Form.
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DEFINITION

In order to qualify for Temporary Assistance for Needy Families, a child must be deprived of
one or both parents for one of the reasons set out below. The worker must, with the help of the
adult requesting assistance for the child, establish that the child is deprived of one or both parents
for one of these reasons.

REASONS FOR DEPRIVATION

There are four reasons for deprivation:

1. Death;

2. Incapacity;

3. Continued Absence; and
4. Unemployed Parent.

Each of these deprivation reasons is discussed in detail in the following pages.
DEATH
A child will be considered deprived because of death of his parent when he has lost one or both
of his legal parents by death. To establish death, the worker will ask the parent or relative with
whom the child(ren) lives to state the date and place of the death of the parent and other pertinent
information. The worker will then establish the fact of the death with documentation such as:

Death certificate

Physician's records

Hospital, mortuary, cemetery, or insurance records

Newspaper article or obituary recording facts and date of death

Family Bible

Diaries or letters

Statements or references

INCAPACITY

A child otherwise eligible living in the home with both legal parents will be considered deprived
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of parental support and care when one or both of the parents is determined to be incapacitated.

The definition of incapacity should not be interpreted to include individuals who are merely
unemployed. The two-parent family in which neither parent claims a disability must be handled
under TANF-UP deprivation requirements. However, if either parent in a two-parent family
claims a work exemption based on incapacity, eligibility for TANF (basic) must be determined
on the incapacity deprivation factor.

If the Medical Review process is used for determination of incapacity as a basis for deprivation,
exemption from the TANF Work Program will be decided at the same time, without a separate
request.

Also, qualifying for SSI and/or RSDI on the basis of age does not constitute automatic
incapacity. This must be established for the older parent as for any other parent.

Definition

Incapacity is defined as a physical or mental defect, illness, or impairment which prevents an
individual for the most part from engaging in his usual occupation or a similar one. In order to
be considered eligible on the basis of incapacity, the condition must:

1. Make the individual totally disabled to work in the individual's usual occupation or a
similar one, or

2. Prevent the individual for the most part from performing useful work in the individual's
usual occupation or similar one. That is, the condition is such that the individual is
unable to work full-time in work that is within his competence to perform and which is
available in the community, or if working full-time, must accept lower wages because
the individual's physical or mental limitations prevent the individual from fulfilling all
the responsibilities of the work.

3. Be expected to last for a period of 30 days or more.

The inability to work, whether total or for the most part, may be caused by either a permanent
impairment or a temporary illness or injury.

Permanent Incapacity

A permanent incapacity is one which wholly prevents a parent from providing economic support
or the homemaking skills which are necessary for the care and support of his family.
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Temporary Incapacity

Temporary incapacity results from an illness or injury which will run a fairly predictable short-
term course and which is not likely to leave permanent after-effects as shown by medical
findings. For example, a broken bone usually results in temporary incapacity, as does surgery.
An individual who has had surgery or is following some other form of medical treatment may
not be able to work or may be very limited in the work that can be performed during the period
of convalescence, and may be considered as prevented for the most part from performing useful
work.

In a period of temporary incapacity, the course of the illness or injury should be expected to
continue for a period sufficient to allow for the determination of incapacity and the initiation of
the grant. An illness or injury of an emergency or acute nature not lasting more than two or three
weeks does not come within the intent of the program.

Partial Incapacity

Partial incapacity refers to a physical or mental defect, illness, or impairment which does not
wholly or totally limit an individual's activities but prevents the individual for the most part from
engaging in his usual occupation or a similar one. For example, the individual is only able to
perform work through the help and assistance of others because of a physically or mentally
incapacitating condition which prevents normal functioning, or he can work only a few hours a
day, or his production is limited when he can work.

Establishing Incapacity
Based on Receipt of Disability Payments

A finding of eligibility for RSDI or SSI benefits based on disability or blindness is acceptable
proof of incapacity for TANF purposes. Also, receipt of 100% VA disability benefits may be
considered proof of disability. The worker will document the finding of eligibility or receipt of
these benefits initially and on each redetermination. There is no requirement to submit social
and medical information to the Medical Review Unit for these cases. However, any VA benefit
percentage less than 100% does require a Medical Review decision.

Based on Submittal of Medical and Social Information

The process of determining incapacity in TANF begins in the county at the time of the initial
application, or at the time the change occurs, and is a continuing activity of the county worker
during the time of the receipt of assistance based on this deprivation criteria. The county worker
is responsible for three primary duties: (1) observing and talking with the incapacitated parent
about his impairment, illness, or defect, (2) describing this condition clearly and adequately in
preparing the social information report and (3) assisting the client in securing the medical
information required by the medical review board.
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Due to the fact the client will be requested to provide medical information to the agency and the
Medical Review Unit, the dissemination and use of this information is protected by the Health
Insurance Portability and Accountability (HIPAA) Act of 1996. In order to insure the agency is
in compliance with the requirements of this act, the following actions are to be taken by the case
worker:

1. Provide the client with a copy of the MDHS-EA-933, Notice of Privacy Practices, if the
NOHS does not indicate one has been sent to the client in the past.

2. Secure the signature of the person for whom medical information is being requested on
the MDHS-EA-902, HIPAA Authorization For Release of Information.

3. Secure the signature of the person for whom medical information is being requested on
the MDHS-EA-903, HIPAA Authorization for Release of Information by the
Mississippi Department of Human Services.

Preparing the Social Information Report

Once the client has provided the required HIPAA releases, the case worker should continue the
process of gathering the information to determine incapacity. The case worker will complete the
MDHS-EA-332, Report of Social Information based on statements made by the applicant or
recipient about his/her physical or mental condition, together with the observed facts about the
effect of this condition on the individual’s ability to perform his usual work. The form may be
supplemented with an additional narrative if necessary. This report begins with the application
interview or change request and continues with each redetermination or other contact with the
individual, as scheduled by the Medical Review Unit. The Report of Social Information, MDHS-
EA-332, is of major importance in reaching a decision as to incapacitating conditions which will
qualify an individual for public assistance through TANF. While two people may have about the
same illness, defect, or impairment, the effect of the condition on each one may differ greatly in
its effect on each one’s ability to carry on his work activities. The social report consists of facts
about the effect of the physical or mental condition on the individual’s capacity for carrying on
the activities in his work, whether a job for wages, self-employment, or homemaking activities.

Since the State Medical Review Unit does not have the advantage of seeing the applicant, the
county worker’s summary should aim at presenting the individual‘s situation with clarity,
and with a conscious effort being made to keep out personal biases and prejudices.
Therefore, the worker must distinguish between what he sees the applicant do or fail to do and
what the applicant says he can or cannot do. While the information obtained from the relatives or
friends can be helpful, it does not take the place of the worker’s direct observation of the
individual during the interview.

The worker who observes the incapacitated parent in TANF is in a position to complete the
social information report, having seen the extent to which his condition handicaps his
movements, the help which other individuals may have to give him, and other important factors
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in describing his limitations.
In preparing the social information report, the worker will:

1. Use form MDHS-EA-332, Report of Social Information, supplementing the form with
an additional narrative if necessary.

2. Submit the social information along with the medical information report to the Medical
Review Unit as described below.

Securing Medical Information

The medical information to be used in making decisions as to incapacity in TANF must contain
complete and specific medical findings, a diagnosis, a statement as to whether treatment is being
given, and a prognosis.

Medical information obtained must relate to the current condition, mental or physical, of the
individual. If the medical information is more than six months old, or relates to a condition that
no longer exists or is no longer disabling, the county department will obtain new information.

EXCEPTION: New medical information will not be required if information obtained within the
12 months prior relates to the current condition and is available from the sources
listed below.

The county department will use one of the following sources to obtain new medical information,
as indicated by the application or case:

1. From a current examination made by a physician of the individual's choice or from the
records of his own physician based on a current examination and treatment within the
past six months. In either event, the Department will reimburse the physician. See the
instructions for the use of form MDHS-EA-330, Request for Medical Information for
TANF Families, and the way in which the physician bills the Department for his
services.

2. From a hospital or clinic record made within the prior six months.

NOTE: See below for exceptions to this time limitation. Also see the instructions for use of
form MDHS-EA-333, Request to Cooperating Medical Facilities for Information,
for payment procedures in these situations.

3. From county health departments, VVocational Rehabilitation counselors, etc.
4. For Veterans Administration Hospitals, obtain a release from the individual, either on

the regular form provided by the hospital or in the form of a letter or written statement
over the individual's signature, giving his full name, address, social security and
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veteran's claim number and send this request to the appropriate hospital.
5. From other agencies with whom special agreements have been worked out.

There are several agencies or medical facilities with which the Department has agreements for
exchange of medical information. These are the University Medical Center, Jackson,
Mississippi; East Mississippi State Hospital, Meridian, Mississippi; Mississippi State Hospital,
Whitfield, Mississippi; and Regional Mental Health Centers.

The Medical Review Unit will accept medical information from the sources named above when
the applicant for or recipient of TANF has been examined or treated in the facility within twelve
months prior to the current date. Follow the procedures below for requesting medical
information.

University Medical Center, Jackson. Use form MDHS-EA-333, Request to
Cooperating Medical Facilities for Information, to request medical information from
a UMC out-patient clinic or from the hospital regarding treatment or examination. Give
complete identifying patient information including the patient ID number, and include a
stamped, addressed return envelope.

NOTE: The University Hospital cannot accept patients for examinations for determining
eligibility on incapacity using the MDHS-EA-331, Report of Medical Examination.

Mississippi and East Mississippi State Hospitals. Request medical information from
either of these hospitals by use of form MDHS-EA-333 when the individual has
been treated within the previous twelve months. Otherwise, obtain a current report from
a Mental Health Center where he is being followed, or secure medical information from
other sources, and describe any bizarre or abnormal behavior of the individual in the
social report. If the Unit wishes to request the State Hospital's summary, their request
will authorize payment for the additional report.

Regional Mental Health Centers. Use form MDHS-EA-333 to request an evaluation
and report or a report only when the individual has been evaluated or treated at the
Center within the previous twelve months.

Role of Examining Physician

The private physician who completes the physical examination of the individual on form
MDHS-EA-331, Report of Medical Examination, is asked to furnish the following:

1. The medical findings describing the impairment or illness.

2. A diagnosis of the individual's physical or mental problem.
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3. A description of the treatment and its effect on the individual or recommendation for
treatment.

4. A statement as to whether an examination by a specialist or special tests are indicated.

5. A statement of how the individual’s condition affects his ability to work or to participate

in the TANF Work Program, including the anticipated duration of the disability which
prevents the individual from working.

The physician is not asked to make a decision as to whether the individual is qualified for
incapacity in TANF. The definitions used in making the eligibility decision are not available to
the examining physician.

NOTE: The MDHS-EA-331, Report of Medical Examination, may be signed by a Licensed
Nurse Practitioner, who is currently involved in the client’s treatment.

Submitting Information for Applications

After an applicant/recipient has been examined by a physician or the worker has requested a
report on his mental or physical condition, and the medical findings have been returned to the
county, the worker will attach the Report of Social Information, MDHS-EA-332, and submit,
with the medical report, to the Medical Review Unit, c/o Economic Assistance Policy Unit.

The Medical Review Unit will return form MDHS-EA-334, Notice of Decision of Medical
Review Unit Concerning Incapacity And/Or TANF Work Program Medical Exemption, to
the Policy Unit, detailing their decision as to incapacity. The form will indicate the date by
which a reexamination will be required and any referrals that need to be made for the individual.
In some cases when there is insufficient information on which to base a decision, the Medical
Reviewer may defer the decision and request additional information. Only upon such a request
may the county authorize payment for more than one medical report per decision request.

Role of Medical Review Unit

The Medical Review Unit has the following duties:

1.To review the medical and social information reports and to ascertain that the reports contain
adequate medical findings with regard to the physical or mental illness, impairment, or
defect of the individual, together with complete social information describing the effect
of the condition on the individual's ability to work.

2. To make the decision as to whether or not the individual has been rendered
incapacitated, partially or wholly, for work.

3. To request reexaminations and new social information at specified intervals in cases in
which the individual's condition is expected to improve or be otherwise modified.
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4. To make recommendations, where appropriate, for services which the county worker
will help the individual obtain in order to help him return to his usual work or become
less disabled.

5. To review, separately from the daily process, the medical and social information reports

in connection with a fair hearing, and to make recommendations for decision by the
Division of Program Integrity, Administrative Hearings Unit.

Receipt of Decision from Medical Review Unit

Upon receipt of the MDHS-EA-334 with the Medical Review Unit decision to approve
incapacity as the deprivation reason for TANF eligibility or for a TANF Work Program
exemption, the worker will set a tickler for 45 to 60 days in advance of the next medical review
due date. New medical and social information must be completed timely for re-review if the
TANF eligibility or work exemption request is expected to continue to be based on incapacity.
The regular TANF review may or may not coincide with the date of the Medical Review request.
When the medical review is due prior to the next regular TANF review, the TANF review may
be pulled up and completed at the same time to reduce case work and office appointments.

Upon receipt of the incapacity approval when the Medical Review Unit has indicated a need for
additional referrals for treatment or reports prior to the next scheduled review, send a Request
for Information, MDHS-EA-942 or Notice A905, to inform the individual of the requested
information or referral needed. Tell the individual what additional information will be needed so
he/she will have time to discuss this with his/her physician or health care provider as soon as
possible. The cooperation of the individual in following the recommendations of the Medical
Reviewer must be noted in the social and medical information submitted for the next review
request. Failure of the individual to follow the reviewer’s instructions could mean denial of the
incapacity request unless the reason is sufficiently documented by the health care provider.
Also, the individual’s willingness and cooperation in seeking and following medical treatment
for the disabling condition will also be considered in subsequent reviews.

If the Medical Review Unit denies the request for incapacity for deprivation, the TANF
application will be denied. If the denial is for the work exemption, the individual must be
referred to the TANF Work Program as non-exempt if no other exemption is appropriate.

Submitting Information for Redeterminations

The county worker is responsible for review of the incapacity factor for the parent/needy
caretaker in TANF at each redetermination. When the Unit authorizes the county department to
obtain a reexamination, the eligibility worker will follow the same procedures used originally in
securing the initial examination and obtaining social information.

EXCEPTION: The Medical Review Unit may ask for a reexamination of individuals who are
incapacitated because of mental retardation or mental illness. Because of the
nature of this impairment, the individual may refuse to be reexamined. In such
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instances, prepare a full, complete social report, indicating the reason for the
lack of current medical information and submit to the Medical Review Unit
when the report cannot be obtained from other sources.

Do not obtain any medical reevaluation earlier than two months before the date specified on the
decision form MDHS-EA-334, Notice of Decision of Medical Review Unit Concerning
Incapacity And/Or TANF Work Program Medical Exemption.

NOTE: When the date of the review of incapacity does not coincide with the date of the regular
redetermination, consider the redetermination complete and then set up the tickler file
for the special review of this factor.

When submitted to the Medical Review Unit for review, the new medical and social information
must be accompanied by all former medical, social, and decision forms. Use the tickler file as a
control over reexaminations.

When the worker notes a change prior to the date of reexamination requested by the Medical
Review Unit, he will:

1. When the change is apparent improvement, prepare another social report on MDHS-
EA-332, Report of Social Information, and send this along with all previous social
and medical reports to the Unit for another decision. The question of improvement must
be resolved by the Unit.

2. When the physical or mental condition of the incapacitated parent has apparently
become worse and the parent is not receiving disability benefits under Social Security,
SSI, or VA, refer him to the Social Security Office or Veteran’s Administration, as
appropriate, to apply for benefits. If the TANF parent applies and is approved for SSI,
the worker will remove him from the TANF budget.

3. When the TANF parent’s incapacity continues past six months or its immediate severity
is such as to indicate permanent incapacity, the individual should be advised to apply for
benefits (RSDI or SSI) at the Social Security Office. The results of this referral should
be noted at the next case review.

Submitting Information for Reapplications

When a parent in TANF reapplies within six months after a case has been closed or an
application rejected on the incapacity factor, follow the same eligibility procedures as used
originally and submit to the Medical Review Unit. A current examination may not be required
when:

1. The social report does not indicate any marked change in the individual's condition.

2. Medical information has become available from another source.
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Unless the worker notes a marked improvement in the individual's condition or new medical
information is available, resubmittal to the Medical Review Unit of reports on cases closed or
rejected on an eligibility factor unrelated to incapacity is not necessary. However, eligibility on
other factors must again be established.

Submitting Information for Requests for Additional Information
When the social or medical information is incomplete or inadequate, the Medical Review Unit
will specify the information needed and the source from which to request it, or will send the
county a form to complete relating to the type of incapacity involved.

The Unit may request additional information from the county department for:

1. Cases involving mental retardation.

2. Cases involving epilepsy.

3. Any case requiring complete and specific information in regard to the activities of the
applicant or recipient.

4. Any case requiring a summary of the individual's work history and educational ability
for retraining.

5. Any case in which there is a wide discrepancy in medical and social information so that
neither substantiates the other, or two medicals show entirely different diagnoses.

6. Cases in which the information on the medical report is not adequate for the Unit to
make a decision concerning the nature or extent of the individual's incapacitating
condition.

Submitting Information for Refusals to Cooperate with Rehabilitation Plan

When the Medical Review Unit determines an applicant for or recipient of TANF eligible based
on incapacity, the Unit may instruct the county to refer him for rehabilitative or restorative
services. When the referral is made and the report from the agency shows that the individual has
been offered a plan of rehabilitation or restoration and has refused it without a reasonable basis,
proceed as follows:

1. The worker will confer with the Vocational Rehabilitation counselor or other agency
and talk with the individual regarding his reasons for rejecting the plan.

2. If the individual continues to reject the plan, the worker will report this fact to the
Medical Review Team and return all medical and social information reports for a
decision as to continued eligibility.
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3. The worker will state in the report that the reason for resubmittal is the refusal of the
individual to accept the rehabilitation or restoration plan, and give the individual's
reason for refusal.

4. Also, if the individual refuses treatment, such as that prescribed by a county health
department for drug therapy and rest for treatment of tuberculosis, without a reasonable
basis, the worker will submit the report about this, together with the medical and social
information reports, to the Medical Review Unit for further consideration.

NOTE: Fear of surgery is often a reason for the individual's refusal of the rehabilitation or
restoration plan. In some instances, the fear is based on the uncertainty of the success of
the surgical procedure, as in the case of heart surgery. However, with more common
surgical procedures, the fear usually can be overcome with counseling.

Referrals to VVocational Rehabilitation

The Division of Rehabilitation Services will provide services to appropriate recipients which can
result in their becoming more self-sufficient and in many cases partially or wholly self-
supporting. Referrals are made on form MDHS-EA-320, Temporary Assistance for Needy
Families Referral to Vocational Rehabilitation. Prior to making a referral to Vocational
Rehabilitation, the worker should review the case record to insure it contains current copies of
the MDHS-EA-902, HIPAA Authorization for Release of Information and MDHS-EA-903,
HIPAA Authorization for Release of Information by the Mississippi Department of Human
Services.

Role of the Eligibility Worker

The eligibility worker is responsible for assisting the individual with referrals to the Division of
Rehabilitation Services and must:

1. Determine those individuals whose referral is recommended by Medical Review Unit;

2. Recognize those individuals who could potentially benefit from services;

3. Furnish information and explanations to help the individual get an appointment with the
counselor who serves that county;

4. Explain the necessity for referral, making certain that the applicant or recipient
understands that the Department expects him to cooperate;

5. Send the referral form, MDHS-EA-320;

6. Take whatever follow-up steps are necessary to determine continuing eligibility after the

worker receives a report from the counselor on the availability of services or the success

or failure of the rehabilitation plan.
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Individuals to be Referred

The individuals whom the eligibility worker will refer fall into two groups:

1. Applicants or recipients for whom the Medical Review Unit has recommended referral.

2. At the discretion of the eligibility worker, those individuals who the worker thinks are
feasible; that is, they meet most of the selection criteria used by Vocational
Rehabilitation for screening. This group may include spouses and essential individuals
included in the recipient's financial need income test as well as individuals themselves.

Selection Criteria

In determining the feasibility for referral of individuals whose referral is not mandatory, the

worker should consider the criteria established by the Division of Rehabilitative Services.
Basically, the individual referred must meet these requirements:

1. A disability or incapacity must exist.

2. The disability or incapacity must constitute a vocational handicap; that is, must prevent
him from performing useful work.

3. There must be a reasonable expectation that the services could result in continuing
employment.

Specifically, Vocational Rehabilitation considers the individuals who meet the following criteria
very good referrals and the best prospects for successful rehabilitation:

1. Individuals who have potential for a substantial work period following vocational
rehabilitation.

2. Individuals who had recent work experience prior to the onset of disability or
incapacity.

3. New applicants or recipients who have been in the caseload for one year or less.

4. Individuals who manifest interest in employment.

5. Disabled or incapacitated unemployed young men and women.

6. Disabled or incapacitated individuals rejected for the TANF Work Program.

On the other hand, the following "screen-out" criteria may be helpful to the worker. For referrals
which are made at the discretion of the worker, the conditions listed below would preclude

referral. These screen-out criteria are:
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Terminal stage illness.
Mental retardation and/or other impairment so severe as to preclude work adjustment.

Advanced age.

Eal A

Long-standing neurological and/or psychiatric impairment not responding to treatment,
substantiated by poor employment and social histories.

5. Applicant totally uncooperative will not keep appointments, furnish information, etc.

NOTE: Do not screen out a referral simply because Medicaid will pay for the medical treatment
needed to correct the disability or incapacity. There may be other services to offer the
individual. In many cases proper treatment or correction of the physical or mental
disability, social services, and training or retraining can prepare an individual for
employment. Often after sustaining a disabling injury or developing a disabling or
incapacitating condition, the individual cannot return to his former employment but can
be trained for a different type or a less strenuous job.

Confidentiality of Medical Information

Medical records are always considered confidential. Medical reports are not included as part of
case material for the hearing folder unless the hearing is on the medical decision. In this case,
the medical is resubmitted to the Medical Review Unit rather than with the hearing folder. See
Chapter 13, Hearings. Refer also to the discussion of confidentiality of all case information.

CONTINUED ABSENCE
Definition

A child may be considered deprived for the reason of continued absence when one or both of his
legal parents is absent from the home. The parents may be divorced, separated, or the father was
never married to the mother even though paternity was established for one or more of the
children.

Whatever the reason for the absence from the home, in order for a child to be considered
deprived, the facts must establish that the absent parent has ceased, for the most part, to function
as a parent; that is, as a provider of maintenance, physical care and guidance for the child.

Even when a child's legal parent does not live in the home, the child may not be deprived due to
continued absence. If the parent continues to have contact with the child and to assume
responsibility for the child by providing support and care, then the child cannot be considered
deprived for the reason of continued absence.
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Evaluating Parental Involvement

The worker is responsible for evaluating the situation based on facts provided by the payee and,
in some instances, the absent parent or others. The decision and supporting evidence as to
whether or not a child is deprived due to continued absence should be documented in the case
record in most instances and in every case where it is not obvious. Every case situation is a
judgment made by the worker after careful evaluation. Supervisory advice should be requested
whenever this determination is not clear.

All of the following conditions need not be met, but in evaluating situations to determine
whether or not the parent who is absent from the home provides support, guidance and care, give
consideration as to whether:

1. The child communicates on a regular and frequent basis with the parent. The child may
go back and forth between the absent parent's home and that of a parent with whom he
lives, or the absent parent may visit the child(ren) on a schedule that indicates he could
be providing physical care and guidance. Routine visitation has the same effect on
determination of deprivation, whether such visitation is the result of court-ordered
visitation, joint legal custody, or an informal agreement between the parents. It is the
actual visitation, and not necessarily what is stated in a court order, that counts in
determining how often the absent parent visits the child.

2. The absent parent provides guidance. Guidance means day-to-day parental participation
in and responsibility for the child's physical, emotional, and intellectual development.
Such participation includes, but is not limited to (depending on the age of the child)
accompanying the child on doctor visits, attending school conferences, providing
discipline, participating in decisions concerning the child's wellbeing and being
involved in the child's extracurricular activities.

3. The absent parent provides physical care. Physical care means performing tasks
required in the child's daily life or having the responsibility for supervising a child's
activities and assisting with personal care.

4. The absent parent provides maintenance and is responsible for the child's medical care.
Maintenance means either financial support paid directly to the child's household or
substantial in-kind contributions of food, clothing, and other necessities.

In joint custody cases, whether stipulated in a divorce settlement or in a legal or informal
separation agreement, that place a child for specified amounts of time in the home of each parent,
the worker must determine whether deprivation due to the continued absence of either parent
exists. The actual circumstances of each case must be carefully reviewed to determine whether
the child is deprived of parental care and support.

In case situations where the child spends a portion of each week or month with each parent, it is
unlikely that there is an interruption of either parent's care and support. However, if the child
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spends the school year with one parent and vacation periods with the other parent, the absence
may be of a continuous nature for the period of time that the child is with the payee.

Although there is not a specific time period for establishing deprivation by reason of continued
absence, the absence must be of such duration as to establish the break in parental functions as
described above and for the agency to establish eligibility.

Reasons for Continued Absence

While there are only four separate reasons for deprivation, continued absence may be due to any
of several specific reasons. These are described below.

Divorce or Legal Separation

A child living with one parent who has secured a divorce or legal separation from the other
parent will be considered deprived of parental support or care, provided the parent who is out of
the home is not fulfilling his/her parental role, as discussed above. Also, divorce or legal
separation may be the basis for deprivation for a child living with another relative when neither
of his parents are in the home.

There is no provision for legal separation in the Mississippi statute although there is a provision
for bringing a separate support and maintenance action. However, legal separation could be the
basis for deprivation for children in this state when the child's parent obtained this legal action in
some other state which has the provision.

Divorce or Legal Separation
To establish divorce or legal separation the worker will:

1. Obtain a statement from the grantee relative concerning the fact of the divorce or order
for separation, the time and place of the order, and the provisions made for support.

2. Substantiate, if possible, the fact of the divorce or legal separation from copies of the
order in the possession of the individual.

3. If the individual does not have documentation in his possession, check court records in
the county or ask the Department of Human Services in the other county or state to
check records and obtain this information.

Desertion and Non-Support

When a child is deprived of the care and supervision of one or both legal parents due to desertion
and non-support of the parent or parents, the child will be considered eligible on the deprivation
factor. To establish the fact of absence of the legal parent(s), the worker will discuss with the
parent or other relative with whom the child lives the following points:
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1. The circumstances under which the desertion or absence took place.

2. What steps the parent or other relative has taken to locate the absent parent, and whether
or not the absent parent's current address, employer, etc., is known.

3. What other sources of information are available from which to obtain additional facts
when the account given by the other parent or relative is inadequate to establish the fact
of absence.

4. What contributions the absent parent has sent since the desertion.

When additional evidence of absence and lack of support is needed, any or a combination of the
following sources of information is acceptable: former employers, parents or other relatives of
the absent parent, friends who have knowledge of his whereabouts, business associates, labor
unions, lodges, or organizations to which the parent belonged.

Never Married (lllegitimacy)

Children of unmarried parents will be considered as deprived of a father due to lack of marriage
unless paternity has been established for the child. In cases of out-of-wedlock births when
paternity has not been established, the mother is the only legal parent of the child. If the mother
is still legally married to someone other than the biological father of the child, the mother’s legal
husband is the legal father of the child until excluded from paternity, and it is the legal husband
who must be referred to the Division of Child Support Enforcement.

A child born out of wedlock for whom paternity has not been established is considered deprived
of a father, even when the putative (alleged) father lives in the home, when it has not been
established that this man is actually the child's father and therefore legally responsible for his
care and support.

Refer to Chapter 3, Explanation of Terms, for the definition of a legal parent and acceptable
methods for establishing paternity in the TANF case.

To establish deprivation due to lack of marriage of the child’s parents, the worker will ask the
mother or other grantee relative:

1. The name of the putative father, his whereabouts, and what arrangements he has made
to support his children.

2. What steps, if any, the applicant has taken to have paternity established for the child.

3. Whether the putative father has signed a voluntary admission of paternity, or would be

willing to do so.

The mother or other relative must then document her statements in some way or assist the worker
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to obtain substantiation by other means. This documentation may be that:

1.

NOTE:

NOTE:

A birth certificate has the name of the father left blank, with the mother's maiden name
given, and this information corresponds with the mother's statement of non-marriage to
the putative father of the child.

The fact that the birth certificate has the name of the father does not necessarily mean
that he is the legal parent. Unless the father was married to the mother or paternity has
been established by court order or signing of the ASAP form, the legality of the
relationship may not be determined. It is sometimes helpful when requesting a birth
certificate from Vital Records to ask that the back of the certificate be copied also. This
may contain a notarized admission of paternity allowing the father’s name to be on the
birth certificate and will be helpful in getting legal paternity established.

The Personal Responsibility and Work Opportunity Reconciliation Act of 1996 allows
voluntary acknowledgments of paternity signed on and after August 22, 1996 to serve as
legal findings of paternity subject to the right of either parent to rescind the
acknowledgment within the earlier of 60 days or the date of a judicial proceeding
relating to the child (including a proceeding to establish a support order) in which either
parent is a party.

The mother or other relative gives an account of the relationship with an unnamed
individual, along with substantiation that the mother had a relationship with this
individual which resulted in the birth of the child. She may produce records, introduce
statements or references, or use other means to establish that the child was born of such
a relationship.

The mother is or was legally married, there has been no legal divorce, and the payee
claims that a man other than the legal husband is the father. If she does not report the
marriage at the time of birth, the birth certificate will not give the name of the father at
all. According to Mississippi paternity law, the man to whom she is legally married is
the legal father of any child born to that mother unless a court of law establishes
otherwise.

In such cases in which the Economic Assistance Office is aware of the legal marriage,
the worker must initially report the legal husband to the Child Support Enforcement
Office as the absent parent. The worker may send a message to alert the Child Support
Office that the mother is claiming another man as the actual father. At a later date, if the
absent legal father's paternity is nullified by the court, the worker will receive an alert to
update MAVERICS to remove the original absent parent. A new referral will be
required to refer the putative father and begin the process of establishing paternity, if
necessary.

In some cases, it will be necessary to establish relationship between the child and a
grantee relative other than the mother. Obtain statements regarding the conception and
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birth of the child. However, in a case which involves proving relationship to a relative
of a putative father, this requires naming the putative father and making a determination
of paternity; otherwise, relationship and deprivation cannot be established for TANF
eligibility.

Whenever relationship to the caretaker relative within the specified degree cannot be established
within timely processing standards, deny the application. Approve TANF if relationship can be
established at a later time, the individual reapplies for money payment, and all other eligibility
factors continue to be met.

Hospitalization

When the parent is hospitalized for more than a temporary period of time, and this results in an
interruption of his functioning in providing care and support for the children, consider the
children deprived for this reason.

A hospitalization for illness such as tuberculosis, mental illness, some heart conditions, or
surgery with complications can result in stays in the hospital for more than a temporary period.
In such cases, it may be appropriate to explore incapacity as the deprivation reason. However,
most hospital stays are of a temporary nature.

To establish absence due to hospitalization the worker will obtain:

1. A statement from the patient's physician regarding the nature of the illness or injury and
the expected length of stay in the hospital, or

2. A statement from the hospital or medical facility concerning the nature of the illness or
injury and the expected length of the stay.

See Chapter 3, Living with Caretaker Relative - Temporary Separations, for further information.
Imprisonment

When the legal parent of a child is imprisoned, this usually results in an interruption in his
function of providing care and support for the children. When this occurs, verify imprisonment
by checking the court record to ascertain the date of conviction and the term of the sentence if
possible.  Otherwise, write the prison in which the parent is incarcerated. When the
imprisonment is long term, consider deprivation due to continued absence.

When the imprisonment is short term or a sentence is being served on a week-end arrangement,
determine whether or not the parental functions of care, supervision, and support are interrupted.
Individuals who are imprisoned are not eligible for TANF money payment when the
incarceration period is expected to be a month or more. When this situation becomes known, a
new caretaker relative must be determined.
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In situations in which the parent is allowed to serve the sentence on week-ends, or other
arrangements in which he is in and out of the home but is providing economic support, the
children cannot be considered deprived for this reason.

NOTE: This is not the same situation as the one that is discussed directly below.

See Chapter 3, Living with Caretaker Relative - Temporary Separations, for further information.
Court Sentenced to Unpaid Work

A child or children will be considered deprived of parental support and care by reason of
continued absence when:

1. A parent has been convicted of an offense and is under sentence of a court, and

2. The sentence requires, and the parent is performing, unpaid public work or unpaid
community service during working hours, and

3. The parent is permitted by the court to live at home while serving the sentence because
of crowded jail conditions or for other reasons in the public interest.

Because other reasons for deprivation due to continued absence mean that the parent is
physically absent from the home, the worker will apply the following procedures in handling
TANF cases based on absence while the parent is physically present in the home. These are:
1. The convicted offender living at home and performing unpaid work:

a. Should not be the payee;

b. Should be included in the budget and eligible for benefits as the second parent;

C. Should not be referred to TWP, as such registration would serve no purpose;
d. Should not be treated as an absent parent for child support purposes.
2. The sentence should be verified with the clerk of the court of jurisdiction. For example,

contact the Circuit Clerk when the sentence was imposed by a Circuit Judge.
Note: A parent or caretaker in a TANF case that is disqualified due to a felony drug
conviction should not be confused with an individual who is court sentenced to unpaid
work. The disqualification alone does not meet the criteria for deprivation.

Court Ordered Removal

When the court has ordered the removal of the child from the home of his parent(s), usually
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because of hazardous home conditions, and orders placement in the home of another relative,
continued absence will be considered to exist and to form the basis for deprivation. The court
removal interrupts or terminates the functioning of the parent(s) in their role of providing care
and support. The indefinite duration of the separation of the child and the parent assists in
establishing absence.

Legal Adoption by a Single Parent

A child will be considered deprived of one parent due to continued absence when he has been
legally adopted by a single individual or parent. Establish this fact by asking to see the final
decree of adoption and recording this fact in the case record. When the child is adopted by a
single parent, there is no “absent parent” unless the child no longer resides with the adoptive
parent.

DEPRIVATION TERMINATED
Return of Incapacitated Parent to Work

When TANF has been granted based on incapacity of a parent and the parent resumes work the
worker will:

1. Discontinue payment without review by the Medical Review Unit if income meets the
family's needs or the parent agrees that he is no longer incapacitated and is able to
resume his regular work.

2. Submit a new social information report, together with the former social and medical
reports, to the Medical Review Unit for another decision when the parent continues to
have physical or mental limitations or does not agree that he is able to resume regular
work. Include all information on the type of work, his ability to perform it, and related
facts.

Return of Absent Parent to the Home

When an absent parent returns to the home after the TANF case has been approved based on his
absence due to hospitalization or imprisonment, continue the TANF benefit for a temporary
period of adjustment not to exceed three months. Consider the parent who has been sentenced
by the court to unpaid work as having "returned" to the home when he has served his sentence or
has been paroled or pardoned. During this time the family will be able to overcome the effects
of the absence. Of course, deprivation does not exist during this period, but the purpose of the
adjustment period is to allow the parent to find work, resume his former job, learn a new skill, or
otherwise resume his role as wage-earner.

Do not add the returning parent to the TANF budget and do not continue assistance beyond the
three-month period. Terminate the payment before the three months have elapsed when:
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1. The parent obtains work. Do this without regard as to whether or not his earnings meet
the TANF budgetary requirements. When he has obtained work, the effects of his
absence have been overcome, and the case must be closed because the children are no
longer deprived of the support and care of the parent.

2. Or financial need no longer exists because of receipt of income or resources which
exceed the budgetary requirements or cash reserve maximum.

If the worker has put the payee on written notice that eligibility will cease at the end of the three-
month period, additional advance notice is not required. Otherwise, give the usual ten day
advance notice period prior to termination of benefits.

If the parent returning to the home is ill or incapacitated, use the three-month period to obtain
medical information, prepare a social information report, and obtain a decision from the Medical
Review Unit. If incapacity is established, add the parent to the TANF budget and continue
assistance based on incapacity. If incapacity does not exist, consider whether the family may
qualify under TANF-UP as the basis for deprivation.

UNEMPLOYED PARENT (TANF-UP)

Unemployment of the parent who is the principal wage earner is an additional reason for
deprivation when there are two able-bodied parents in the home. All other factors of TANF
(Basic) eligibility remain the same, except that both parents in any family eligible for TANF by
reason of unemployment must participate in the TANF Work Program, unless temporarily
exempt. If either parent claims a work exemption because of incapacity, the TANF-UP case must
be changed to TANF-Basic and a Medical Review decision requested immediately. The TANF-
UP parents are subject to higher participation hours for the Work Program, so that prolonged
exemptions could adversely affect the family’s time limits without work activity. Even though
both able-bodied parents may be in the home, a dependent child is considered deprived of
parental care or support when the natural or adoptive parent who is the principal wage earner is
unemployed as defined below.

Requirements for TANF-UP Qualification
To qualify for TANF-UP, the unemployed parent must:

1. Be the principal wage earner (PWE). This is the parent who earned the greater amount
of income in the 24-month period immediately prior to the application for benefits. The
individual’s statement is accepted unless questionable. Once designated, the PWE will
not change as long as a child in the assistance unit remains eligible because of
unemployment of a parent. If both parents earned the same amount in the 24-month
period, the worker will designate which parent shall be the principal wage earner based
on discussion with the family. The case record will be documented to substantiate the
determination of PWE.
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2. Be unemployed and meet the following conditions:
a. Is not currently working and has not worked full time for at least thirty (30) days
prior to receipt of TANF benefits; or
b. Is the PWE but works less than 100 hours per month; and
C. Has not refused a bona fide offer of employment or training without good cause

within the 30 day period prior to receipt of TANF benefits; and
d. Is the PWE parent and is not on strike.

Full-time employment for purposes of determining TANF-UP eligibility is defined as
100 hours or more per month. Employment exceeding 100 hours in the application
month can be considered temporary if the PWE worked less than 100 hours per month
in each of the two months prior to application and is expected to work less than 100
hours during the month after application.

If the PWE has been unemployed less than 30 days, the TANF application cannot be
approved until after the 30 day period has ended. This will require changing the benefit
start date to the 31st day prior to working the case.

3. Have a work history that establishes a recent connection to the labor force by
verification of one of the following:

a. If the PWE received unemployment compensation within one year prior to
application, or could have received unemployment but did not file for the
benefits, recent connection to the work force is established and no further action
is required on this factor.

b. PWE must have at least $50 in earnings during one or more calendar quarters
within the base period of one year prior to application for TANF and there must
be a total of at least six calendar quarters with $50 or more in earnings that fall
within a maximum time frame of 13 quarters. The 13 quarters must include at
least one quarter of earnings in the base period.

NOTE: A calendar quarter is a period of 3 consecutive months ending March 31, June 30,
September 30 or December 31.

The PWE may have attended full time at an elementary school, secondary
school, or vocational or technical training course designed to prepare him for
employment or he may have participated in TWP or JTPA. These
training/educational activities may substitute for no more than 4 of the 6 quarters
required to establish recent connection to the work force.
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EXAMPLE 1:

Application is received October 2, 2005. This is the fourth quarter (October,
November, and December). The base period covers the four calendar quarters
immediately prior to the application quarter (Oct/Nov/Dec of 2004 and the first
three quarters of 2005). The PWE must verify at least $50 in earnings for one or
more of these quarters.

Earnings of $50 or more must be verified in at least six total quarters, the last of
which must be within the base period.

2001 2002 2003 2004 2005

$ $ $ $[$ $ $| X

EXAMPLE 2:

< 13 quarters A NAN>
Base period

On the chart above, counting back from the most recent earnings (third quarter
of 2005), the PWE must have six quarters with $50 or more in earned income.
Since there are seven quarters within the 13 quarter total, and at least one of
these is in the base period, recent connection to the work force has been
established.

X Application date October 2, 2005

A Quarters in the base period

<> Maximum start and ending quarters for work history
$ Quarters with $50 or more verified earnings

The situation is the same as above, except that the third quarter 2005 earnings do
not exist.

2001 2002 2003 2004 2005

$ |8 |$ /%] |8 X

<13 quarters " NN N>
Base period

The 13 quarters start with the fourth quarter of 2004, which is the last quarter
with earned income, and is still within the base period. There are still six
quarters of earnings within the 13 allowed quarters, so eligibility on this factor is
established. If one or more of the earnings quarters prior to fourth quarter of
2004 did not exist, there would be only five quarters of earned income and the

family would not qualify for TANF-UP.

Volume 111 | Chapter 3 Beys#



\WIRSIERIIZEE [NON-FINANCIAL CRITERIA: DEPRIVATION]

Revised 08-01-06

EXAMPLE 3:
2001 2002 2003 2004 2005

$ ST S $ $ S| X

< 13 quarters A ANN>
Base period

In this situation, we count 13 quarters, beginning with the most recent earnings
in the base period. There are only five quarters of earnings within the thirteen.
However, we have two quarters within the base period with verified earnings of
$50 or more. Therefore, we can “shift” the 13 quarters to count from the fourth
quarter of 2004, the other earnings quarter within the base period. This causes us
to “lose” the third quarter of 2005, but we “gain” the two quarters of earnings in
2002 that were outside the original 13 quarter count.

2001 2002 2003 2004 2005
$ I $ $ $ $ S| X
< 13 quarters NANNS
Base period

Since we now have six quarters of earnings within the total of 13 allowed,
eligibility is established on this factor. If there had still not been six quarters, the
family would be ineligible for TANF-UP as we cannot shift the 13 quarters back
again - at least one of the 13 must be within the four quarter base period prior to
the application quarter.

EXCEPTION: In order to allow young two-parent families to qualify for TANF, recent work
history requirements will be waived when both parents are under 21 years of age.

4. Participate in the TANF Work Program, unless temporarily exempt;
5. Accept a bona fide offer of work/training/education unless there is good cause.
6. Claim unemployment compensation benefits when eligible.

Explanations Relating to TANF-UP
Assistance Unit (AU)
The dependent child(ren) must be living with both parents, and the relationship verified. If the

mother is legally married to someone else, the family is ineligible for TANF-UP unless the
paternity of the natural father in the home has been established by court order. In stepparent
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situations where there is a common child, the PWE, second parent, mutual child, and the children
of each parent must be included in the TANF-UP budget. In either situation, the entire assistance
unit (AU) is ineligible if the family fails or refuses to cooperate in determining TANF-UP
eligibility.

NOTE: The term “common child” is used to identify families in which both parents of at least
one child reside together with that child(ren), regardless of the marital status of the
parents, when the father has completed an admission of paternity (except when the
mother is legally married to
another) or when the court has established paternity. If deprivation is claimed based on
continued absence, death, or incapacity and there is no common child in the stepparent
family, eligibility for TANF cannot be based on UP as the deprivation reason.

PWE Designation

Accept the individual's statement regarding the designation of the principal wage earner unless
questionable. If both parents earned the same, establish PWE by discussion with individuals. In
either case, document the case to justify designation of PWE.

Work History

When establishing work, training, or education quarters for recent connection to the labor force,
verification is required only to the extent necessary to prove earnings of at least $50.00 per
quarter or enrollment in the training/education during that quarter.

Bona Fide Offer of Employment or Training

At application, accept the individual's statement for case documentation unless questionable that
(1) no offer was made, or (2) the offer was refused. A bona fide job offer is an offer at or above
minimum wage for such work in the area, even if the work is unrelated to the PWE's previous
work history or the pay is less than previous earnings. A bona fide training offer would be for
training for a specific job, not necessarily related to prior work history or previous earnings.
After approval for TANF, the case manager or Job Readiness Trainer will provide verification of
refusals to accept a bona fide offer of employment or training.

Stepparent Situations

When stepparent families apply, assistance to the non-PWE parent and his or her children should
not be denied solely due to waiting for the 30-day period of unemployment to be met. In these
situations, the TANF case may be approved for the other parent and children who are deprived
for reasons other than unemployment of the PWE. The PWE, his/her children, and any common
child(ren) deprived due to the unemployment of the PWE may be added to the grant effective the
month after the 30 day period of unemployment is met.

EXAMPLE:  Application is made July 23 for husband, wife, common child, and her child
from a previous marriage. The basis of deprivation is unemployment of the
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husband, who is PWE, and was laid off on July 22. The 30-day period of
unemployment begins July 23 and ends August 22, so the husband and common
child cannot be eligible prior to that date. The TANF application would be
approved with the mother and her own child coded IN, the husband coded ST
(stepparent) and the common child coded OU for July and August. The husband
and common child would be coded IN for September, assuming no change that
would make the family ineligible.

In ongoing cases, when eligibility under TANF-UP must be determined because the PWE in a
stepparent family becomes unemployed, this parent, his/her children, and any common children
who are now eligible for TANF due to the unemployment of the PWE are added to the TANF
money payment effective the month after all eligibility requirements are met. The case cannot
revert to stepparent budgeting as long as the PWE is unemployed. The common child has
become technically eligible because of the PWE's unemployment, so the child must be included
in the AU as long as the parents meet UP requirements.

In the example given above, if the mother already had an active TANF case for herself and her
child prior to the husband’s loss of employment, eligibility for TANF-UP would be determined
and the husband and common child added to the money payment for September, provided all
required verification is received by August 31. If the family fails to provide required verification
timely and then turns it in at a later date, the stepparent and common child would be added for
the next month. In the situation given, if verification is not received until September 10, and
eligibility is found to exist, the husband and common child would be added to the money
payment for October.

Situations When the Absent Parent Returns Home

When the children are currently receiving TANF based on deprivation due to continued absence
of a parent and that parent returns home, eligibility for TANF-UP must be determined. If the
family is ineligible for TANF-UP because the PWE does not meet the recent connection to the
work force, the family is ineligible to receive TANF with UP as the deprivation reason.

When One Parent Is or Becomes Incapacitated

If both the parents are in the home and either parent is or becomes incapacitated, determine
deprivation under incapacity rather than TANF-UP. When incapacity ends, eligibility for
TANF-UP may be determined.

Work Hours

The PWE must verify monthly that he/she was employed less than 100 hours per month. This is
determined by the month in which the hours were worked and may not be the month in which the
pay was received. If the hours worked are not on the check stub, the individual must be
informed to provide this statement regarding work hours. Do not count hours by pay equivalent.
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Work hours may vary per month but must not average over 100 hours per month.
Thirty (30) Days Consecutive Unemployment

The PWE must be unemployed (or working less than 100 hours per month) for 30 consecutive
days prior to approval for TANF money payment. The 30-day period begins the first day after
the PWE's employment ended.

1. If PWE is unemployed at time of application and has not worked in more than 30 days
prior to the application, the deprivation factor has been met at the time of application
and the usual timeliness standards for application processing apply.

2. If PWE applies the day after his employment ends, the family is not entitled to a money
payment until he/she has been unemployed the full 30 days (or until the 31st day). If the
31st day falls in the month following application, the TANF grant would be prorated
from the point of approval in the second month.

3. If the PWE is working less than 100 hours in the 30 days preceding the date of
application, he/she has met the requirement on the date of application.

4. If the PWE worked 100 hours or more in the 30 days prior to application but is expected
to work less than 100 hours prospectively, the application must be held for 30 days
before entitlement.

NOTE: TANF-UP applications which must be held for the 30-day unemployment period will
not be considered overdue when held pending only for that reason. All casework and
verifications should be completed within the normal timeliness standard and the case
should be ready for supervisory approval on the 31st day. The supervisor must change
the Benefit Start Date on COAR screen to authorize payment.

Self-Employment

If the PWE is self-employed and claims to be working less than 100 hours per month, document
the case to establish or refute unemployment based on his/her verification of earnings, work
hours, and work history.

Work History Not Covered by Social Security

If PWE claims to have worked in circumstances where no record was established by payment of

Social Security withholding, the burden of proof will be upon the individual to provide
verification from the employer giving time periods and wage amounts.
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TANF Work Program Registration

Both parents are required to participate in the TANF Work Program (TWP), unless one parent is
caring for a severely disabled child or household member.

Initial Benefits

TANF-UP eligibility cannot be established for any day prior to the PWE's meeting the 30
consecutive days of unemployment. The supervisor will adjust the benefit start date in
MAVERICS to account for this unique situation. Eligibility shall not begin earlier than the 31st
day after employment stops. The benefit start date should be changed to the 31st day of
consecutive unemployment when this does not occur until after the application date.

1. If the 30-day period of unemployment falls in the month of application and the case is
ready for supervisory review and approval prior to that 31st day, hold the case until the
full 30 day period has expired before authorizing benefits.

2. If the 30-day unemployment period ends in the month of application and the case is
approved the following month, authorize full benefits for the second month.

3. If the 30-day unemployment period ends after the month of application, change the
benefit start date in MAVERICS to the 31st day. Benefits would be prorated in the
month following the application month based on the date of approval.

NOTE: DO NOT confuse the 30 day standard of promptness with the 30 day period of
unemployment. The 30 day period of unemployment may end prior to application, anytime
during the standard of promptness, or after the 30 day standard of promptness has ended. The
application must be completed within normal timeliness standards, other than authorization of
benefits, which cannot be done until the 30 days of unemployment has been met.

Authorization Periods

TANF-UP cases will be approved based on regular TANF standards.

Continued Eligibility

If the designated PWE, on whose unemployment the deprivation factor was met, continues to
cooperate in TWP and does not refuse a bona fide job or training offer without good cause, the
TANF-UP family will continue to meet that factor of deprivation. If other family circumstances
change, these must be considered when reviewing eligibility factors.

Child Support Requirements

The TANF-UP family must cooperate with appropriate child support enforcement activities for

children within that family.
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Transitional Child Care

The TANF-UP assistance unit shall be entitled to Transitional Child Care (TCC) services if they
meet the criteria for money payment closures. MAVERICS Notice A802 explains potential
eligibility for TCC when the TANF-UP case closes due to an increase in hours.

Transitional Transportation

TANF-UP households may qualify for Transitional Transportation as any other household that
loses money payment eligibility. However, only one parent per household is eligible to receive a
transitional transportation payment.

Closure of the TANF-UP case

The TANF-UP case will be closed when:

1. Unearned income makes the family ineligible, not including the one month suspended
status.
2. The family composition changes so there is no longer a dependent child deprived

because of an unemployed parent.

NOTE: 100 Hours Rule for UP cases: The TANF case will close when the PWE begins
working 100 or more hours per month and anticipates this income to continue. If
both the PWE and spouse are employed 100 hours or more per month the TANF
case will close. Choose the closure reason most advantageous for the client.

Earned income vs 100 hours - earned income closure will supply the family with
transitional services. If the spouse (not the PWE) is employed at 100 or more hours, the
100 hours will not apply and he/she will be eligible for the disregards.

3. Increased earnings or loss of disregards cause closure. The family could receive
transitional childcare and one adult could receive transitional transportation benefits.

4. The PWE goes on strike.

5. Other TANF eligibility factors are not met.

NOTE: If both adults obtain employment, both should be tested for eligibility for the 6-D and 3-
D disregards as appropriate. MAVERICS will not allow more than one individual to be
coded to receive the 6-D or 3-D disregard; therefore the income of the two adults must
be combined and entered under one person. The case must be documented and a
manual count of disregard months used maintained.
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Sanctions for Failure to Comply with TWP or Work Requirements

When the PWE or any adult in the TANF-UP case fails to participate in a work activity or

refuses a bona fide offer of a job or training without good cause, the TANF case will close with a
timed work penalty.
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REQUIREMENTS

The age limit for a dependent child to receive a TANF benefit is 18. The child will no longer be
eligible beginning with the month after his/her 18" birthday, unless the date of birth falls on the
first of the month. The child must be under 18 at least one day of the month to be eligible. The
date of birth must be verified for each child in the TANF assistance unit.

A caretaker relative, or grantee relative, is a parent or other adult relative within the specified
degree of relationship who is 18 years old or older. State law requires minor parents (under age
18) who are not married to live with their parent(s) or other adult caretaker relative in order to
receive assistance. Requests for exemptions from this provision must be approved on a case by
case basis by the Economic Assistance Policy Unit. See Minor Parent Criteria.

VERIFICATION AND DOCUMENTATION

The long birth certificate with the Vital Statistics registration number listing the child’s name,
date of birth, and the name of the child’s parent(s) is the preferred verification document.
However, other types of documentation may be used whenever this is not available.

Selection of Documents

In selecting records or documents to be used to establish date of birth or age, note the following
principles:

1. One important consideration in using a record is to note whether or not it might have
been made in order to set down the birth date or other facts to be used in establishing
eligibility for TANF.

2. Entries made in personal records, such as a family Bible, birthday book of the family,
and the like, must give evidence of having been made in times past. That is, do not
accept a newly written record of the date of birth or other information being sought.

3. The record must be free of erasures, mark-overs, or other changes.

4. Do not keep original documents, such as birth or baptismal certificates, marriage
licenses, or other documents of personal value to the applicant. Either make a copy of
the document or record the information and return the document to the applicant.

5. There is no requirement for a record to have been in existence for any specified period
prior to the date of application.

Recording Documentary Evidence

Record on form MDHS-EA-301C, TANF Basic Data Form, the nature of the document used

and its pertinent content, as follows:
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1. Public Records: Identify the type of record, the date of the record, and the information
contained in it. The worker will record the date seen and sign the entry.

2. Personal Records: State the type of record, whether family Bible, birthday book,
baptismal or marriage certificate, insurance policy, or other document. State what the
record shows with regard to the date of birth or other factor of eligibility for which
documentation is being sought. The worker will record the date seen and sign the entry.

If the record is in the possession of an individual in another county, ask the other county
department to see the record and supply the information to be used.

Conflicting Information

When records give conflicting information about a date or other point of eligibility, the conflict
must be resolved and a decision made as to the most valid piece of evidence. Base the decision
either on a preponderance of evidence or the greater merit of one record compared to a more
doubtful one. Preponderance of evidence means that a number of pieces of evidence agree and
thus outweigh another which is different.

Some examples of less reliable documents are burial policies, employment records, medical
records, etc. A hospital record may give an approximate age while burial policies or
employment records may contain altered ages, up or down, which are advantageous to the
individual giving the information.

If conflicting evidence is found, the worker must evaluate it with a supervisor if needed, make a
logical decision in view of all the facts available, and then record the reasons for accepting one
or more pieces of evidence and disregarding another. Comparing the document with other social
history data which the applicant has given may be helpful.

Sources for Establishing Age

The date of birth of each child must be established before approval for TANF. Establish the age
of the payee when there is doubt that the payee is under or over 18 years of age or is under or
over age 60 or 65. Only when the payee's age impacts on another eligibility factor is it necessary
to furnish actual proof of age for a payee. Given below are sources for establishing or
documenting age and in some cases relationship as well.

A public or religious record of birth established before age five (5), such as a birth
certificate or baptismal record. A short form birth certificate is sufficient to establish
date of birth, but will not verify relationship. The long form birth certificate may be
used for both eligibility factors.

A school record.
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Church record.
A State or Federal census record.

NOTE: A census record is often difficult and expensive to obtain. If there is no other age proof
available, the individual may write to the U.S. Census Bureau, Pittsburgh, Kansas
66762, for information.

A statement signed by the physician or midwife who was in attendance at the birth, as to
the date of birth shown on his records.

A Bible or other family record, which must be seen by the worker and fully documented
An insurance policy.

A marriage record.

A voter registration record.

A military or draft record.

A delayed birth certificate.

Applicant's child's birth certificate showing applicant's name and age.

A U.S. passport.

Driver's license.

State identity card.

Any other record which shows age or date of birth, such as hospital or Health
Department treatment record, labor or fraternal organization record, permits, licenses,

etc.

WTPQ.
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GENERAL

The state has no durational residency requirement for determining eligibility for assistance.
Durational residency refers to a requirement that the individual(s) requesting assistance has been
a resident of the state for a set minimum time period. Eligibility for TANF with respect to
family members' status as residents will be determined according to statewide policy
requirements and benefit levels when the applicant states his intent to reside in Mississippi.
Receipt of TANF benefits in the family’s prior state(s) of residence must be determined prior to
approval when this is questionable.

DEFINITION

For purposes of TANF, residents of the State of Mississippi are individuals who are voluntarily
living in Mississippi with the intention of making their home here. In other words, residence is
based on the concept of intent to reside. A permanent mailing address shall not be a requirement
for receipt of assistance.

REQUIREMENTS

The specific residency requirements for eligibility are:

1. The family members must not be receiving assistance from another state, and
2. The family members must not be in Mississippi for a temporary purpose.

EXCEPTION: Federal regulations further specify that migrant or itinerant workers may be
considered residents if they came to Mississippi with a job commitment or
seeking employment, whether or not they are currently employed.

Applicants

For the TANF applicant who states intent, physical presence in the State of Mississippi in
addition to the above two requirements would establish residency in this state. However, when
the worker thinks or an applicant states that he received assistance from a former state of
residence, ask him to provide his notice of closure. If he does not have this in his possession,
contact the appropriate welfare agency by phone and/or send form MDHS-EA-914, Out-of-
State Inquiry, by mail or fax. If confirmation of closure is not received by the end of 30 days,
proceed with the approval of the application and notify the agency in the other state that the
applicant and his family are now living in Mississippi and give the effective date of approval for
assistance in this state.

NOTE: Most county offices have a national welfare directory with the agency names,
addresses, and phone numbers for offices in other states. This directory may be
located with the Child Support or Social Services offices, or with Economic

Assistance.
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COUNTY OF RESIDENCE

State statutes governing receipt of assistance specify that the application for TANF shall be made
in the county in which the applicant and his family are living and making their home with the
child(ren).

This provision establishes the responsibility of the county in which the family is living for
accepting the application, determining eligibility, and authorizing or denying assistance, as well
as maintaining contact with the recipients after assistance is granted. Recipients are free to move
within the state. This is not a reportable change, however if reported or known to the agency, the
case would be transferred to the new county for proper handling.

TANF TIME LIMITS

When the applicant has received TANF benefits in another state, the number of months the
family received benefits that included a needy caretaker relative must be verified and added to
the 60-month maximum benefit counter in MAVERICS. The request to adjust the time limit
counter(s) must be submitted to the Help Desk on the MDHS-MIS-10.2, MIS Incident Control
Form, with the verification from the other state(s).

DENIAL OF ASSISTANCE
Individuals Convicted of Misrepresentation of Residence

The individual who is convicted in Federal or State Court of having made a fraudulent statement
or representation, with respect to the individual’s place of residence in order to receive TANF (or
food stamp) benefits in two or more states simultaneously shall be denied assistance for a period
of 10 years. Verifications must be obtained, or provided, to manually track the convictions and
penalty times served before reapproval for benefits. The case containing such an adult should be
labeled as “Permanent” and provide an immediate alert to anyone handling the case that the
individual must be disqualified until the 10 year period is served. Other members of the family
may be eligible based on income, resources and all other eligibility factors. See Chapter 6,
Special Budgeting Procedures, for budgeting procedures for disqualified individuals.

TERMINATING RESIDENCE

Individuals are residents of Mississippi until they abandon residency here. Continuity of
residence is not interrupted by temporary absences, defined as three months or less, with
subsequent return to Mississippi or the intent to return when the purpose of the absence has been
accomplished. An absence of longer than three months requires that the county contact the
recipient prior to the end of the third month and determine intent with regard to returning to
Mississippi.  An individual who has been approved for assistance in another state will be
considered to have abandoned residence in Mississippi. For recipients who plan to relinquish
residence in Mississippi and establish residence in another state, follow these procedures:
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1. Prior notice given by recipient: Let the recipient know that eligibility will terminate in
the month following that in which he/they leave Mississippi. Give or mail the payee the
10-day advance notice of closure unless the client makes his request in writing for
immediate case closure.

2. No prior notice given by recipient: When the family or a member of the family leaves
the state without notice to the county office, the county will assume that the absence is
to be a permanent move. When the departure becomes known and the family cannot be
reached or collateral contact cannot confirm the family’s plans, send the non-advance
notice immediately for closure of the case and proceed with closure or other appropriate
action unless the payee notifies the county of a plan for a temporary absence. Send a
copy of the advance notice to the economic assistance department in the other state,
when known. These situations may require a claim to be identified and worked.

3. With or without prior notice: When another county within the State notifies the county
that the TANF family has moved and is applying for assistance there, take appropriate
action to transfer the case to the new county. See MAVERICS procedures in Volume X
and mail the case record to the new county after completing alerts, documentation, etc.

If the payee notifies the county that his or the family's absence is temporary, and there is a plan
to return, set a tickler to verify return to the state.
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REQUIREMENTS

The parent or other caretaker relative must disclose or apply for a Social Security account
number for all members of the assistance unit. The application for and disclosure of Social
Security account numbers is a technical factor of eligibility for assistance through the TANF and
other assistance programs. Only those individuals for whom we have a Social Security number
or for whom an application for a number has been completed are eligible to be included in the
assistance budget. The enumeration requirement will be considered met at application when one
of the following exists for each member of the assistance unit:

1. Provision of the Social Security number (SSN), either verbally or by showing the card
or other document containing the number for each individual in the assistance unit;

2. Receipt of a completed MDHS-EA-949, Referral for Social Security Number
Application, showing SS-5 completed;

3. Receipt of form SSA-5028, Receipt for Application for a Social Security Number,
completed by the Social Security Administration (SSA) office;

4. Proof of the request for enumeration at birth by copy of the certified birth certificate
(long form) with the name of the newborn, official signature of a hospital employee,
and a check-off box attesting to the application for a SSN for the newborn;

5. Copy of a revised SSA-2853 including, at a minimum, the name and address of the
hospital, the date and the signature of an authorized hospital employee, and the name of
the parent and newborn;

6. Receipt of any official statement from the SSA that provides a Social Security number
or verifies that an application has been made to obtain a number.

Only items that include an actual SSN will meet the enumeration requirement on an ongoing
basis. Proof of application for a number will be valid only prior to receipt of the actual number.
The SSN must be recorded in the case record for each individual receiving assistance no later
than the next regular case review, unless good cause is documented. The application must not be
approved without the SSN or verification of the SSN application for the Pl. Duplicate or
multiple SSN’s and other discrepancies must be resolved prior to approval or addition to the
TANF case. The quarterly MAVERICS reports of individuals without SSN’s must be reviewed
upon receipt and appropriate action taken to request missing numbers and resolve any
discrepancies.

RESPONSIBILITIES OF THE DEPARTMENT
Legislation and Federal regulations dictate that the Department has the responsibility to:

1. Inform individuals that enumeration is an eligibility requirement and that failure of the
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payee to apply for or disclose a Social Security number for all individuals in the
assistance unit means that the needs of the payee and any child for which the individual
refuses or fails to comply cannot be included in the budget, though their income will be
included in determining eligibility and benefits.

2. Inform individuals who have applied for SSN’s that the number must be reported upon
receipt or no later than the next regular case review, unless good cause is documented.

3. Inform individuals that the Social Security account number will be used in the
administration of the TANF Program and the TANF Work Program as a means of
identification in securing information through the Income Eligibility Verification
System (IEVS) as well as other records to identify wages and resources.

4. Inform individuals that the Social Security Act is the authority for the requirement of
application for or disclosure of these numbers.

5. Refer individuals using form MDHS-EA-949, Referral for Social Security Number
Application, to the Social Security Office to make application for a SSN when
appropriate.

6. Enter the SSN in MAVERICS when the individual already has an account number or
when the individual receives a number(s) that was applied for and reports the number(s)
to the worker.

7. Document the application for the SSN. When this is done for a newborn on the birth
certificate application, include copies of the documents.

8. Send periodic request for information notices (MAVERICS Notice A908) to families in
which an individual has not reported receipt of the SSN that was applied for and take
appropriate action on the response.

9. Inform individuals when there are unresolved discrepancies in Social Security numbers,
and assist as needed to resolve these.

OBTAINING THE SOCIAL SECURITY NUMBER

The Social Security numbers for all individuals in the assistance unit must be provided and
documented in the case record and in MAVERICS. If previous documentation appears incorrect,
ask the payee to provide additional information to resolve the discrepancy.

If the payee states that the individual has a SSN, the EW may obtain the SSN from any of these
sources, if verification is necessary to resolve a discrepancy:

1. The individual's Social Security card.
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NOTE: A metal or other non-official card that contains the SSN is unacceptable as verification

of a SSN.

2. The BENDEX, State Data Exchange (SDX), or correspondence from the Social Security
Administration.

3. The Social Security Number Validation identifier in MAVERICS on CLPR.

4. Individual's statement or other documents containing the Social Security number, such

as driver's licenses, wage stubs, etc.
5. WTPR screen.

After it has been verified that an application for a SSN was made, the payee must be told to
provide the SSN as soon as it is received, with one exception. For recipients enumerated through
the enumeration at birth project (EAB), the SSN must be reported at the first redetermination
following the receipt of the number. The EW may assist the payee in obtaining verification of the
SSN if it has not been received within a reasonable period. Generally, receipt of a SSN through
the EAB process requires up to 13 weeks, or one calendar quarter, maximum. Unless there are
other problems related to SSA requirements, applicants for a SSN should receive their number
within three (3) months or less in most instances. It is the responsibility of the individual, with
assistance from the worker as necessary, to follow-up when the SSN has not been received and
to continue to take appropriate action to get a number.

Once the SSN has been received and is reported to the EW, record the number and enter the SSN
in MAVERICS by completing an inquiry on the individual and making the change on the
CLMA screen.

Whenever possible, a copy of the source document used to obtain the individual's SSN should be
filed in the case record with other basic data materials on the left side of the TANF, or generic
material, as appropriate. However, remember that hard copy proof of a number is not mandatory
and no penalties may be applied for failure to provide verification of the number, unless required
to clear up a discrepancy.

VALIDATION OF SOCIAL SECURITY NUMBERS

The worker should document the case record and review MAVERICS when the individual
reports receipt of the SSN. Once the SSN is entered in MAVERICS whether at time of
application or at a later date, it will be validated by automated tape match with the SSA through
the IEVS computer match process. When the individual is added to MAVERICS, the system
sets the code to N (not validated). This validation code appears on the CLPR screen after the
SSN. Entry of the validation code on CLPR is an automatic system process and cannot be
entered by the worker even when the Social Security card is available for verification. If the
individual's identifying data changes, the validation code resets to N and the process is repeated.

Whenever there is a discrepancy, when MAVERICS alerts the worker to a problem, and/or upon
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receipt of the MAVERICS listing of individuals without a SSN, the county worker must take any
necessary steps to resolve the situation.

When application for a SSN was made through the enumeration at birth process, a
MAVERICS/SSA automated match is not possible. The individual must provide the SSN to be
entered in MAVERICS for validation.

The validation process includes the following situations:

1. When the individual's SSN matches perfectly with SSA, MAVERICS will change the
validation code from N to Y (validated). No further action is required unless the worker
later receives information which makes this SSN invalid.

NOTE: The SSN validation can occur as a result of the initial Wire Third Party Query process.
See MAVERICS instructions for the WTPQ procedure for verifying income from
SSA/SSI benefits.

2. When the individual's SSN, as provided, does not match with SSA, the validation code
will remain N, and an IEVS SSN Validation Match alert will be created. The worker
may be able to resolve the discrepancy or may need to contact the individual.

Any discrepant information between MAVERICS and the SSA will generate a non-
valid match. Names must match exactly in spelling, initials, etc. If the name and
number match, but there is a discrepancy in date of birth or sex, the SSN will not be
validated and the Validation Match alert will be generated. Therefore, care in entering
correct information may prevent validation problems.

3. When the SSN has been applied for through the MDHS-EA-949, Referral for Social
Security Number Application, and there is a perfect match with SSA, the SSN will be
automatically entered on the MAVERICS records. If the individual is included in a
TANF or food stamp case, the system will enter EN (enumeration) as the verification
code on the SSDO screen. The validation code on CLPR will be changed from N to Y.
The worker should review MAVERICS, document the case record with the number, and
resolve any discrepancies.

4. When there is no SSN on the MAVERICS records, an IEVS SSN ENUM/VAL Match
Data alert will be created. The validation code will remain N and periodic alerts will be
generated.

MAVERICS ALERTS AND NOTICES

To assure prompt reporting and MAVERICS entry for SSN validation, MAVERICS produces
SSN alerts and a quarterly listing of individuals/cases without SSN's. The alert creation process
runs weekly to look for any individuals without a SSN in an active case.
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When an individual meets the criteria, the system calculates three months from the current date,
creates an alert with text SSN REQUIRED FOR (NAME OF INDIVIDUAL), and enters the
alert with a DUE DATE of three months. The alerts will be created for individuals without
SSN's every three months. If the worker deletes the alert but does not enter a SSN for the
individual, another alert will be created at the end of the second three months. The alerts will
continue to be created every three months for up to one year until a SSN is entered for the
individual or there is no longer an active record for that individual.

MAVERICS notice A908 is intended for use to request a SSN for anyone, including newborns.

If more than one individual in the same case needs to report a SSN, a separate notice can be sent
for each individual, or the request may be added in the worker comments section at the bottom of
the notice.

To assure that we obtain SSN's as quickly as possible, the worker will follow this procedure:

1. When the first SSN alert is received on an individual with no SSN, send the A908. On
the notice, enter the

name of the individual whose SSN is being requested
the date of the SSN application, and
the date by which the information must be received (10 days).

The worker must set an appropriate tickler/reminder to take action.

2. If there is no response at all from the individual within the 10 days, the worker will take
action to close the case for failure to provide information, providing the required
advance notice.

3. If the individual responds with the requested SSN, document appropriately in the case
record and in MAVERICS for system validation.

4. If the individual responds to say that he has not yet received the SSN, the worker will
document the case record to show the response and set a tickler to send the individual
another notice in one-month. The tickler could be a screen print of the original notice or
other document.

5. If, after receipt of the second system generated alert or at the time of the next case
reevaluation, the individual continues to report that he has not received the SSN even
though there is verification that he applied, start over with the MDHS-EA-949 process.
Note in "Remarks" section of the MDHS-EA-949 the reason for request.

6. Document the new SSN application date in MAVERICS and the case record, and begin
the alert/notice routine again after the next three-month SSN alert is received. Changing
the SS-5 date does not change the MAVERICS three-month alert creation cycle. The
notice history and case documentation of the individual's response provide proof that we
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received and/or the individual reported the SSN timely and that the worker took appropriate
action. The notice process applies to all programs. Documentation will be filed as appropriate in
the generic section of the case file.

NONCOMPLIANCES AND PENALTIES

Disclosure of the Social Security number or proof of application for a SSN is mandatory prior to
case approval for the grantee relative (Pl). Refusal or failure to provide the SSN or proof of
application requires denial of the TANF application.

When a payee refuses or fails to apply for a Social Security number for a dependent child, both
are sanctioned. That is, their needs are not included in the assistance budget but income, both
unearned and earned, is included. The appropriate income disregards for the case are allowed,
but the noncooperating parent and the child(ren) for whom enumeration has not been met cannot
be included in the budget. Both the parent and the child(ren) will have a TANF participation
code of

DIl. In a one-child case where the grantee relative has failed to cooperate with enumeration
requirements, neither the child nor the needy caretaker is eligible until the enumeration
requirement has been met. An application may be rejected if this requirement is not met within
the standard of promptness period.

EXAMPLE: A mother applies for TANF for herself and her three children. The mother and
two of the children have Social Security numbers. If the applicant fails or refuses
to follow through with the referral or fails to follow up to secure needed
information for the Social Security office to complete the SS-5 for the third child,
only the needs of the children who have Social Security numbers can be in the
assistance budget. However, any income as described above of the mother and
the third child will be included in the budget and their participation codes in
MAVERICS are DI.

When the payee is making every effort to meet the enumeration requirement for the child(ren)
but has been unable to do so, this does not constitute refusal to cooperate. The payee can be
included in the budget along with the children for whom enumeration has been met. The third
child will be included when Social Security returns the MDHS-EA-949 showing that the SS-5
has been completed or the enumeration requirement is otherwise met. The child's participation
code should be DI until the enumeration requirement is met, and then should be changed to IN.
The case record must be documented to show why enumeration has not been met for the
disqualified child and what efforts the payee is making to resolve the situation.

Case documentation is most important as to why a payee is sanctioned or why a child is omitted
from the budget. The worker needs to make all reasonable efforts to help the individual secure
needed information and explain thoroughly the consequences of failure to follow through with
the referral procedure. The SSN must be provided for referral and tracking in the TANF Work

Program.
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GENERAL

To participate in the TANF Program, an individual must be either a citizen of the United States
or an alien lawfully admitted to the United States who must meet certain alien eligibility criteria.
The presence in the household of an alien who does not meet the eligibility criteria shall not
prevent the remainder of the assistance unit from applying for and receiving TANF benefits, if
otherwise eligible.

The Personal Responsibility and Work Opportunity Reconciliation Act (PRWORA) of 1996,
enacted August 22, 1996, limited participation in the TANF Program to qualified aliens who
meet certain Immigration and Nationality Act (INA) statuses and certain veterans or active duty
military personnel and their families.

CITIZENSHIP AND ELIGIBLE ALIENS

Individuals in the following classifications are eligible to receive TANF:
For an Unlimited Period

1. A United States citizen.

2. An alien lawfully admitted for permanent residence who has worked 40 quarters of
coverage under Title Il of the Social Security Act, or can be credited with such
qualifying quarters. A qualifying quarter includes one worked by a parent of an alien
while the alien was under 18 (credits of quarters before the child is born are allowed)
and a quarter worked by a spouse during their marriage if the alien remains married to
the spouse or the spouse is deceased. Beginning January 1, 1997, any quarter in which
the alien received any Federal means-tested benefit, such as SSI, TANF, Food Stamps,
or HUD housing assistance, for example, is not counted as a qualifying quarter.

3. An alien who is a veteran of the U. S. Armed Forces and was honorably discharged for
reasons other than alienage; an active duty member of the U. S. Armed Forces, other
than active duty for training only; and the spouse and unmarried dependent children of
such personnel.

Eligibility for the surviving spouse of a deceased veteran or individual on active duty
will continue, provided the spouse has not remarried and the marriage fulfills the
requirements of Section 1304 of title 38, U.S.C.

NOTE: “Unlimited Period” does not mean that there are no time limits applicable to the TANF
case; only that the qualified alien may receive benefits, if otherwise eligible, under the
same time limit maximums as all other TANF assistance cases.
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For Five (5) Years After the Designated Alien Status is Obtained

1. An alien admitted as a refugee under Section 207 of the Immigration and Nationality
Act.

2. An alien granted asylum under Section 208 of the Immigration and Nationality Act.

3. An alien whose deportation is withheld under Section 243(h) or Section 241(b)(3) of the

Immigration and Nationality Act.

4. An alien lawfully admitted for permanent residence, if the alien entered the U.S. within
the last five (5) years as a refugee, an asylee, or deportation was withheld.

INELIGIBLE ALIENS

An alien who is not in one of the above listed eligible categories will not be eligible for TANF.
Some of these aliens may be lawfully admitted, but only for a temporary or specific period of
time. Such aliens may include visitors, tourists, students, and diplomats. In addition, any alien
who has entered or remains in the United States unlawfully is not eligible for assistance. After
five years, those aliens listed as eligible for five years after designated alien status is obtained,
will no longer be eligible.

INCOME AND RESOURCES

The ineligible alien’s income will be prorated and the resources shall be counted in their entirety
to the remaining eligible members in the assistance unit. This is accomplished by coding the
ineligible alien DI for TANF participation.

VERIFICATION OF ALIEN STATUS

Prior to approval, verification of alien status must be presented by the applicant. If the alien
applicant does not provide documents establishing his alien status on a timely basis or if his alien
status is questionable, the eligibility of the remaining household members shall be determined in
accordance with regular TANF requirements, coding the questionable alien DI pending
verification of status. If adequate documentation is subsequently received, the worker shall act
on the reported change in accordance with appropriate timeliness standards.

Once the applicant has submitted acceptable documentation of his alien status, benefits cannot be
denied, delayed or reduced on the basis of his immigration status, pending verification from U.S.
Citizenship and Immigration Services (USCIS).

The alien may present USCIS documents that verify alien status. The most commonly used
immigration documents include, but are not limited to, the following:
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Form 1-551 - Resident Alien Card and Conditional Resident Alien Card

Form I-151 - Alien Registration Receipt Card

Form 1-94 - Arrival-Departure Record

(Annotated with Section 207 or refugee, asylum, or paroled.)

Form 1-688 - Temporary Resident Card

Unexpired foreign passport when it contains an endorsement “Processed for [-551.
Temporary Evidence of Lawful Admission for Permanent Residence”

I N

If the USCIS document provided by the applicant does not clearly indicate the alien status or if
the document presented is questionable, the worker must send USCIS Form G-845S (SAVE
form) with a photocopy of the alien’s document to the appropriate U.S. Citizenship and
Immigration Services office to validate alien status.

For applicants claiming eligibility based on 40 quarters of work, the worker will access WTPQ
inquiry from INME menu to verify the quarters from Social Security Administration’s
automated system.

Applicants claiming military service must provide verification of a veteran’s honorable discharge
or status in the service for active duty member.

SPONSORED ALIENS

Qualified aliens with a sponsor who signed the affidavit of support prior to December 19, 1997,
will have deeming procedures for three years. If Form 1-864, USCIS Affidavit of Support is
signed on or after December 19, 1997, all income and resources of the sponsor and their spouse
will be considered until the alien has worked 40 qualifying quarters of coverage or becomes a
naturalized citizen. See Chapter 6, Budgeting Process, for procedures to be followed.

QUESTIONABLE CITIZENSHIP STATUS

A member of the assistance unit whose citizenship is questionable shall be ineligible until proof
of citizenship is obtained. Citizenship is not verified unless questionable.

REPORTING ILLEGAL ALIENS

The appropriate USCIS office shall be informed whenever it is determined that any member of a
TANF assistance unit is ineligible because the member is present in the United States in
violation of the Immigration and Nationality Act. The worker will report illegal aliens to the
county director. Each county will send a monthly report of known illegal aliens to the Economic
Assistance Policy Unit, and State Office reports quarterly to the U.S. Citizenship and
Immigration Service.

When the grantee relative indicates inability or unwillingness to provide documentation of alien
status for any member of the assistance unit, that member should be classified as an ineligible
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alien. In such situations, the caseworker shall not continue efforts to obtain that documentation.
The worker is cautioned that a determination that an individual is an ineligible alien is not
equivalent to a determination that an individual is an illegal alien. Therefore, the report to
USCIS is submitted only if there is evidence that the individual is an illegal alien.
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SPECIFIED DEGREE OF RELATIONSHIP

When a needy child does not live with a parent or parents, he must live in the house with another
adult relative who comes within the specified degree of relationship in order to be eligible for
TANF. The child and caretaker relative must live together in a place of residence maintained by
the relative as his home.

Relatives Within Specified Degree

The following is the list of relatives, other than a legal parent, who come within the specified
degree of relationship:

1.

Brothers or sisters, half-brothers or half-sisters, uncles or aunts, first cousins, first
cousins once removed (also known as second cousins), and nephews or nieces. This
group also includes individuals described by the prefix of grand, great, or great-great.
However, only great-great-great grandparents are designated as specified relatives.

First cousins are defined as the children of the brothers and sisters of the dependent
child's mother and father; in other words, the children of their uncles and aunts. First
cousins once removed, or second cousins, are the children of the parent's first cousin or
the children of the dependent child's own first cousin.

Stepfather, stepmother, stepbrother, and stepsister, but not the step-grandparent. The
relationship of step-grandparent occurs when one of the child's own parents remarries.
For instance, if the child's own mother dies and his father marries the second time, the
second wife becomes the child's step-mother. Then the step-mother's parents become
the child's step-grandparents.

A grandparent-in-law is within the required degree. The relationship of grandparent-in-
law occurs when one of the child's grandparents remarries. For instance, if the child's
paternal grandmother dies and his paternal grandfather marries again, this second wife
of the child's grandfather becomes the child's grandmother-in-law.

To restate, a step-grandparent is the parent of the child’s stepmother or stepfather, and is
not within the specified degree of relationship for TANF approval. A grandparent-in-
law is the spouse of the child’s actual grandparent, from a remarriage, and is within the
specified degree of relationship for TANF approval.

Individuals who legally adopt a child or his parent, as well as the natural and other
legally adopted children of such individuals. All relatives of individuals who adopt
children become the relatives of the adopted children, just as if there were a blood
relationship.

Spouses of any individuals named in the above groups, even if the marriage is
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terminated by death or divorce. Although no “legal” relationship remains between the
payee and child, the widow/widower or divorced spouse of a blood relative will remain
within the specified degree of relationship for TANF purposes.

5. A natural or biological parent whose child has returned to this parent's home after being
legally adopted by another individual. In such instances, the natural parent is no longer
legally responsible for the child and the adoptive parent(s) must be reported to the
Division of Child Support Enforcement in order to meet the eligibility requirements for
TANF. The adoptive parent is now the parent who is legally obligated to provide food,
shelter, and clothing and to care for and maintain the child.

Effect of Custody

The fact that there has been judicial consideration of the child's circumstances and that the court
may have taken jurisdiction of the child or given legal custody to another agency does not
constitute a barrier to the child's being considered as living with a relative. The relative, of
course, must exercise responsibility for the child, and must be within the specified degree of
relationship. An individual with legal custody of a child, but who is not within the specified
degree of relationship may not have a TANF case for that child.

Guardianship

To be eligible to receive TANF for a child, the guardian or conservator must be either (1) the
parent or other specified relative with whom the child lives or (2) the guardian or conservator of
the parent or other specified relative with whom the child lives. In the second situation, the
guardian would usually be the protective payee for the case with his/her name entered on the
EBCR screen to receive and handle the TANF benefit.

Payment cannot be made to a legal guardian or conservator of the child if this is not a relative
within the specified degree of relationship with whom the child lives. If such is the case, the
worker should obtain the consent of the guardian before making a specified relative, not the
guardian, the grantee relative. Guardianship is also addressed under corrective authorization
procedures.

ESTABLISHING RELATIONSHIP

The worker will obtain and record factual information establishing the relationship of the child to
the relative with whom he lives on the MDHS-EA-301C, Verification of Age and
Relationship. For children living with their parent(s), long form birth certificates are the usual
source of proof. For other methods of verification, see Chapter 3, Age - Sources for Establishing
Age, for suggested sources.

One of the most difficult kinds of relationship to establish is that of the child to a relative of a
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putative father, usually the mother of this alleged father in whose home the child is living or will
live. If the putative father has been located and is willing to follow the legal procedures for
establishing paternity, refer him to the Division of Child Support Enforcement to establish
relationship between the child and the putative father. If this is not possible, other sources of
information must be considered. If paternity cannot be established with the reported putative
father, then relationship to the caretaker relative cannot be established.

If the mother of the child can be located, she is usually able to assist in establishing relationship
to a relative of the putative father, but if the mother has died or deserted, the worker will have to
depend on other sources to furnish information that may lead to individuals who can establish the
facts. For example, if the mother, other relatives of the mother or putative father, or close friends
can furnish the names of individuals in the community where the mother and putative father
lived together, these individuals can sometimes make affidavits as to the fact that the mother and
putative father lived together at a known address, were accepted as man and wife at a specified
date, and that the child was born to them of this union at a definite time. If such information has
to be used, statements should be obtained from more than one individual, and each individual
giving information in this way must give definite facts and state how he knew that the situation
existed at the time.

CHOICE OF CARETAKER RELATIVE

In TANF, the mother or other female relative most frequently makes application and becomes
the payee. A legal parent in the home is always the caretaker relative, even when a protective
payee is required. The caretaker relative is the primary individual (PI) in MAVERICS. The PI
may or may not be a needy caretaker when other than a legal parent. The legal parent will be a
needy caretaker unless he/she is an SSI recipient and therefore technically ineligible for TANF or
is disqualified from the budget for reasons such as enumeration or alienage.

When Both Parents are in the Home

This situation will occur in cases of deprivation based on incapacity, unemployed parent, or court
sentence to unpaid work. When both mother and father are in the home, either may be the payee
and they should come to a decision on this point. When there is already a known MAVERICS
case in the name of one parent, register the application in this name/number unless there are
special circumstances to consider, such as the disability of one parent.

When Parents Are Deceased or Have Deserted Child(ren)

When children have lost their parents and live with another relative, the worker must evaluate the
relative's interest in, attitude toward, and feelings for the children as well as the health and
physical arrangements in the home of this relative. It may be better for the children if another
relative accepts them in his/her home. In these situations, the Division of Family and Children’s
Services may be able to help the family work out the best plan for the selection of a caretaker

relative.
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When Parent is Under 18

When the parent is a minor under age 18 and he/she is in a TANF budget as a dependent child,
the minor’s child will be added to the TANF assistance unit. The child may be subject to the
family benefit cap. The minor parent and his/her child must reside with the minor’s parent(s) or
another adult caretaker relative within the specified degree of relationship in order to receive
TANF. She/he may not be the payee for the TANF case for her own child(ren) unless an
exception is granted by the Economic Assistance Policy Unit.

When Parent is TANF Child and Becomes 18

When the parent is a TANF child who becomes 18, both mother and baby must be removed from
the caretaker relative's TANF case. The 18-year-old must make a separate application for
her/himself and the child(ren), if assistance is needed. If the young mother is incompetent
mentally or physically to be the payee, the young parent must still be the payee but her own
mother or other caretaker relative may be named as a protective payee.

CHOICE OF NEEDY CARETAKER RELATIVE
Introduction

When a child has a legal parent in the home, that parent must be the grantee relative and will be
the needy caretaker, included in the TANF budget, unless receiving SSI or technically ineligible.

In situations where an adult other than a legal parent is the grantee relative, that individual may
or may not be a needy caretaker. The family must choose who will be the caretaker relative when
more than one adult is in the household and meets the qualifications. For example, a child may
live with his grandparents. Both adults cannot be caretakers, but they may choose which will be
the Pl and caretaker. The worker will explain the advantages and disadvantages of each possible
choice and allow the adults to decide.

A stepparent may not be included in the TANF benefit as a needy caretaker when there is a legal
parent in the home, unless deprivation has been established by reason of incapacity of the parent
or stepparent and there is a common child.

Definition

When the parent(s) of the child(ren) is not in the home, the TANF case may include one needy
caretaker relative who meets all of the following requirements:

1. Is exercising parental control and providing care for the child or children;

2. Is living in the home with the child or children;

Volume 111 | Chapter 3 Re[s[0X]



NON-FINANCIAL CRITERIA: LIVING WITH
WIRRIRNIIZEE CARETAKER RELATIVE

Revised 08-01-06

Is related to the child or children within the specified degree;

Is determined to be financially needy and has his basic requirements and income
included in the TANF money payment budget;

Is not a recipient of SSI, or does not have his requirements included in another
assistance budget.

Individuals Not Qualifying

Certain individuals do not qualify as a needy caretaker. Such people include:

1.

A payee who is a relative other than a parent and who fails to qualify for inclusion in the
budget under the criteria listed above, or who does not wish to be included.

A parent whose needs are not included in the budget due to receipt of or inclusion in an
SSI grant consideration or technical ineligibility due to application of the penalty for
noncooperation with enumeration requirements or ineligible alien status.

Second Parent Eligible for Money Payment

A second parent can qualify for TANF benefits as a recipient of TANF when all of the following
requirements are met:

1.

He is the legal parent of at least one child in the budget or of one child who would be in
the budget if not receiving SSI;

He is living in the home with the eligible child(ren);

Deprivation is based on his incapacity, the incapacity of the other parent, court ordered
work without pay, or unemployment of the principal wage earner;

His basic requirements are included in the TANF budget. This means that he is not a
recipient in his own right or does not have his requirements included in another
assistance budget.

Occasionally, an unusual situation may occur in which the other legal parent of a child of a
TANF minor mother may qualify to have his needs and income included in the TANF budget
and be eligible for all TANF benefits. Such an example is given in Chapter 6, Minor Mother
Budgeting, with instructions for handling.

Establishing Parental Control and Supervision

In determining that the caretaker relative other than a legal parent has parental control and
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supervision of the child, the worker will discuss with the applicant:

1. The circumstances under which the child became his responsibility,

2 The whereabouts of the parent or parents,

3. The relative's plans for the child's care and education,

4 And the other factors which ordinarily govern parents or parental figures in the exercise

of duty toward their child or children in their care.

If the parent or other adult relative states that the child is physically present in the home with
him, the eligibility worker will establish this fact through the discussion with the applicant
during the initial interview. The worker is not required to see the child or children, though this
will be done in instances in which a question arises as to whether or not the child is in this home
or under the relative's parental supervision. A discussion of living arrangements, school
attendance, and problems arising in the management of the home and child will all assist in
establishing the child's presence in this home.

The child(ren) can be temporarily out of the home for medical care and still meet the requirement
of "living with". However, medical care excludes treatment of children committed to a mental
hospital. Also, children committed to the state training schools are no longer under parental
control and supervision and are not eligible for TANF.

DEFINITION OF HOME

A child must be established as living in the home with his parent(s) or with a specified relative.
“Home” is defined as the family setting maintained or in the process of being established by a
parent or other relative who assumes responsibility for the child. Usually, the child shares the
same household with the relative. However, the requirement for “living with” a caretaker
relative and the definition of a home are not confined to the occupation of the physical household
by the child and relative, provided there is a valid reason for the child or relative to be separated
and the situation is temporary.

TEMPORARY SEPARATIONS
Definition

A temporary separation of the parent or other relative and the child does not affect eligibility,
provided the absent member does not establish a permanent home elsewhere and the reasons for
the separation show the temporary nature of the arrangement. The worker must establish that the
parent or other relative retains control and guidance of the child. When the child and relative are
physically separated, establish the purpose of the separation, the duration, and the plan for the

home to be maintained for the child.
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The following are situations in which the child and relative are temporarily separated in order to
carry out a specific purpose, with the plan for the relative to continue supervision and to maintain
a home to which the child or adult is expected to return.

Hospitalization

Hospitalization of the child or parent is considered temporary when the illness is of such nature
that a return to the family is expected and parental responsibility continues.

Educational Training

A situation considered to be a temporary separation occurs when a child attends a school away
from home because of the unavailability of school facilities near the relative's home or the plan
for attendance at a boarding school is made in order to afford protection for the child and a
period of adjustment away from his home setting. The purpose may also be that of the child's
obtaining vocational or other special educational training or a college education. When the child
returns home regularly, on week-ends and vacations, consider that the parent or other relative
retains control and supervision.

When it is the parent who is attending school away from the child but returns home regularly on
weekends, breaks, for special occasions or emergencies and maintains continuous contact with
the individual providing care of the child, consider that the parent retains control and supervision
of the child(ren).

Visits

Consider a visit a temporary separation when the child or grantee relative visits another relative
or other individual with a plan to return at the end of a specified period. Also, at times there is
the need of an older individual in the family, usually the child's grandparent, who lives alone, to
have someone in the house with him at night. When the parent or other relative plans with the
elderly or incapacitated individual for one of the children to stay nearby with this individual at
night, this will not be considered separation of the parent and child. The parent or other relative
retains control and supervision of the child and the child's real home remains with the parent or
other relative.

Absence for Work Purposes

When it is necessary for the parent to work away from the home where the child lives, the parent
must be found to retain control and supervision of the child. The parent must live away from the
home in order to get a job and must then delegate to another adult relative the day-by-day care of
the child. However, the parent must continue to make the important decisions about the child
and to maintain frequent contact with him if the child is to be considered living with the parent.
Long absences during which the parent works elsewhere, does not return to the home, and does
not plan for and direct the care of the child, do not meet the definition of temporary absence for
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the purpose of obtaining work. If the parent is obviously not retaining parental control and
supervision, then the county must make a change of payee to the adult relative who is exercising
this function and also report the absent parent for desertion and/or nonsupport.

For the budgeting of parent and child when the parent works away from home, see Chapter 6,
When Working Parent Temporarily Out of Home.

Extended Absence

A parent or caretaker relative must report within five (5) days when it becomes clear to the
household that the child(ren) has left home or when the child(ren) will be absent from the home
for more than 30 days. Failure to report such absences timely will result in disqualification of
the caretaker relative and a subsequent reduction in food stamp benefits. See Chapter 7,
Changes, for a discussion of this reporting requirement.

EMERGENCY SITUATIONS
Temporary Arrangements

From time to time, emergencies arise which deprive a child or children of the care of the parent
or other relative through whom he has been receiving aid. For instance, the parent or other
relative may die, desert, be imprisoned, or be hospitalized for a physical or mental illness. When
an emergency occurs, another relative or sometimes an unrelated individual comes in to care for
the children or takes them into his home temporarily until new arrangements can be made. This
individual is acting for the relative and the child is regarded as continuing to live in his own
home.

Payment to Individual Acting for Relative

When such arrangements come about in emergencies, the TANF grant may be paid to the
individual acting for the relative for a temporary period. A temporary period is a period limited
to that actually necessary to make and carry out plans for the child's continuing care and support,
including that time needed to make a change of payee, but shall not exceed three months.

In using the emergency payment procedure, the following provisions must be met:

1. The TANF benefit is made only for individuals who were already included in the TANF
budget at the time the emergency occurred. When the payee is absent temporarily due
to hospitalization or out of the home for a legitimate reason, enter the name of the
emergency payee on EBCR as a protective payee and the system will issue a card.
However, if the emergency results from a situation such as the death of the payee or the
departure of the payee with no prospects of return, the benefit must be reduced, if
possible, before it is made available to the emergency payee.
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Rework the case in MAVERICS for the current payroll month, reducing the grant and
entering the name and address of the emergency payee as described above.

2. The benefit is for the purpose of carrying out active planning for the continuing care of
the child. If it is definitely known that the child or children will no longer be eligible for
TANF, payment may not be continued.
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REQUIREMENTS

Appropriate immunizations are required for all children who receive TANF benefits according to
the plan recommended by the HHS National Vaccine Program and approved by the State
Department of Health, unless good cause is met. This program is intended to improve the health
care of all children.

EXPLANATIONS

Immunization requirements should be explained to applicants and recipients. Since the parent is
provided a schedule by the infant’s physician, the Health Department, or other clinic overseeing
the birth and infant checkups, it is the responsibility of the parent/caretaker to plan for routine
vaccinations as recommended.

The program must be explained at each application and regular case review to ensure that the
caretaker understands medical services that are available and takes advantage of these services to
promote healthy babies and children. Appropriate pamphlets must be provided by the worker.

COMPLIANCE REQUIREMENTS

The worker will rely on the Recommended Immunization Schedule from the Department of
Health to discuss each child’s immunizations with the caretaker relative. However, some
children may not meet the recommended schedule for various reasons, while still being “on
schedule” for their own particular situation. The county will rely on verification from the child’s
medical care provider to determine whether a particular child has met his/her individual
requirements.

Since children in public schools must provide proof of current immunization before admission,
we will consider such children to be in compliance as long as they remain enrolled in a public
school.

VERIFICATION

Current immunization is a condition of eligibility for TANF children from birth through age 17.
Therefore, verification is mandatory. For children attending public schools, document the fact of
public school attendance and do not ask for further verification, unless questionable
circumstances exist. Children not attending school, being home-schooled, or attending a non-
public school must provide proof of current immunizations. The immunization card from the
health care provider is usually in the caretaker relative’s possession and may be used to verify
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immunization. Otherwise, form MDHS-EA-311, Immunization Verification, or a statement
from the health care provider may be used.

GOOD CAUSE

Good cause must be determined whenever a child appears not to meet immunization
requirements. Good cause may also be requested whenever a family has failed to meet the
immunization requirement.

Good cause reasons may include:

1. Established religious beliefs which prohibit injections/vaccinations or medical treatment.

The caretaker relative should discuss alternative preventive measures with the health care
provider, and the worker will document the alternate plan established for this child.

2. Recommendation by the health care provider that the child should not be immunized.

3. Delays in scheduled immunizations because of illness or other health conditions of the
child.

4. Family emergencies beyond the caretaker’s control that prevented scheduled

appointments from being kept.

5. Other situations which temporarily prevent the family from meeting compliance, such as
delays in obtaining second appointments. In such cases, the caretaker should be able to
provide appointment schedules. More than one such delay in six months should require
very careful screening to determine if good cause can be approved.

The county worker must document all requests for good cause with the explanation/verification.
The caretaker relative must be allowed 30 days to comply with the immunization requirement or
show good cause before a sanction may be applied to the case. MAVERICS Notice A911 must
be sent notifying the caretaker of the noncompliance and pending sanction and of the date by
which compliance/good cause must be verified. This notice is mandatory prior to a sanction,
including application situations where information has been requested on the MDHS-EA-942,
Request for Information, or other MAVERICS notice. If compliance is met or good cause
established timely, no penalty will be applied. Document the good cause decision in the case
record. Good cause requests are initiated on the ISAT screen in MAVERICS with the good
cause approval/denial entered on ISGC.
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SANCTION FOR NONCOMPLIANCE

If the caretaker relative fails to respond to the A911, fails to verify compliance of the child, or
good cause is denied, the worker must document the case record and apply the appropriate
sanction. The sanction is initiated for the next possible month after the 30-day period from the
date of notification has expired and good cause/compliance is not established.

In application situations, the 30-day compliance period will usually extend beyond the 30-day
standard of promptness. The application must not be denied solely due to failure to verify
immunization compliance and/or good cause. The worker must complete the application within
the standard of promptness, including any child for whom immunization verification/good
cause has not yet been established in the budget. If the A911 has not already been sent, it must
be done at this time and the caretaker relative allowed 30 days to complete verification of
compliance or good cause prior to sanction being imposed.

A 25% sanction of the monthly TANF benefit will be imposed after the 30-day notification
period has expired and the caretaker has failed without good cause to obtain the recommended
immunizations for the children in their care. The sanction will remain in place until verification
of compliance/good cause is provided for all noncompliant children in the assistance budget.
Denial of good cause on the ISGC screen in MAVERICS initiates the sanction. The worker
must complete this screen, and then rework the TANF budget on AFPD to apply the sanction.
MAVERICS Notice A914 is used to notify the caretaker relative that a sanction has been applied
and the benefit reduced.

A 25% penalty will also be applied to food stamp benefits when the TANF penalty is imposed.
The worker must rework the food stamp budget on FSAD to initiate the penalty, after completing
the TANF sanction procedures. An adverse action notice is required to inform the client of the
change.

Only one immunization sanction may be applied per household, regardless of the number of
children in noncompliance. However, the sanction will not be removed until all children are in
compliance or have established good cause. All noncompliances will be coded on the
ISAT/ISGC screens, but only one 25% sanction will apply. Once compliance/good cause is
met, the sanction will be lifted for the next possible month. Compliance will be entered on the
ISAT screen and the TANF and food stamp budgets worked to lift the sanction. MAVERICS
will continue to apply the appropriate TANF and food stamp sanctions until all children show
compliance or good cause approval on ISAT/ISGC.
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REQUIREMENTS

Regular school attendance is required until high school graduation or completion of a GED for
TANF children ages 6 through 17 years of age. The objective of this requirement is to improve
the education/literacy level of TANF children in order to bolster self-esteem and encourage their
self-sufficiency as adults.

EXPLANATIONS

It is the responsibility of the case worker to explain school attendance requirements and the
electronic process of exchanging attendance data at each application, reapplication and
redetermination. The caretaker relative must understand that failure of a TANF child subject to
school attendance requirements to attend satisfactorily or assist in verifying data will result in a
sanction of both the TANF and SNAP benefits, unless good cause is met.

COMPLIANCE REQUIREMENTS

The family may comply with school attendance requirements by enrollment and attendance in a
public school setting, by enrollment and attendance of a recognized GED program or by
completing a certificate of enrollment accepted by the local school district for private school
enrollment or a Home Instruction program. A child whose sixth birthday occurs early in the year
but who is not yet subject to enrollment in first grade under state law is considered to be in
compliance.

Satisfactory attendance to meet this requirement means no more than two (2) unexcused
absences in any month, except for good cause and assist with verifying data. Only absences
considered by the school to be unexcused will require good cause determination. The caretaker
relative is responsible for providing all identifying information (social security number, date of
birth, given name) to the school district in order for attendance data to be exchanged.

VERIFICATION

School attendance is verified monthly by computer match between the Mississippi Department
of Human Services (MDHS) and the Mississippi Department of Education (MDE). An alert will
be generated to the worker when a match is received for a child with 3 or more unexcused
absences or if no match is received. The data is available through the Interface Inquiry Menu
(INIM). An alert will continue to be received each month a child is in non-compliance. When
the child is found to be in compliance following receipt of the X910, an alert will be generated to
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notify the worker the child is now in compliance. Some situations may require the worker to
verify school attendance, if questionable, by sending the MDHS-EA-310, School Enrollment
and Attendance Verification, to the school/school district. Such situations might include the
children of families who have recently moved to the area or children in non-public school.

By law, the caretaker relative’s signature on the TANF application gives permission for school
attendance records to be reported to the Department. A copy of the signature page may be sent
to the school/school district with form MDHS-EA-310, School Enrollment and Attendance
Verification, to request verification of enrollment/attendance in questionable situations, as
needed. Send the original form to the school/school district and retain a control copy pending a
response.

Form MDHS-EA-310 should be used whenever there is a question about the child’s school
attendance. The form may be used:

whenever the parent cannot provide documentation of the child’s school attendance; or
to verify the child’s satisfactory return to school after a reported absence.
GOOD CAUSE

Unsatisfactory attendance is determined by receipt of a computer match from the school,
showing an unacceptable number of unexcused absences, showing a discrepancy in data or by
other means when the worker has requested information in questionable situations. Upon
notification that the child has failed to attend satisfactorily or a discrepancy in data, the family
must be allowed 30 days to resolve the problem or show good cause before a sanction may be
imposed.

MAVERICS will send notice X910 to the caretaker relative, notifying him/her of the situation
and providing instructions to be followed in order to avoid sanction. The family will be given
the opportunity to explain the reason(s) for the unexcused absences. Specific reasons must be
given for each absence, and verification provided, if feasible. The worker may be able to assist
the individual in overcoming barriers that have prevented the child from attending school
regularly.

Good cause reasons include:
1. The minor is the parent of a child less than 12 weeks old. After 12 weeks of age, it is
mandatory that the minor parent return to school. The minor parent may be referred to
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the TANF Work Program as a volunteer in order to receive child care assistance.

2. The child is prohibited by the school district from attending school and an expulsion is
pending. This exemption no longer applies once the child has been expelled. If the only
child, who is a teenager, is expelled, the TANF case should be closed since there is no
longer an eligible child in the home due to the penalty of disqualifying a child over 12.

3. The child failed to attend school for one or more of the following reasons:

IlIness, injury, or incapacity of the child or of his/her own child;
Court-required appearances or temporary incarceration;

Medical or dental appointments of the child or of his/her own child;
Death of a close relative;

Observance of a religious holiday;

Family emergency;

Breakdown in transportation;

Suspension from school; or

Other circumstances beyond the control of the child or family.

—STQ@ e o0 o

If the family wishes to request good cause for absences, the explanations must be reasonable in
the judgment of the worker or supervisor, according to the “prudent man” concept. The case
record must be documented to explain the reason the good cause request was approved or denied.

There will be no good cause determination when a “NO MATCH?” alert is received because the
needy caretaker will be required to provide correct information to the school district. The
caretaker relative may provide MDHS with verification from the school district that the
information has been provided in order to avoid a sanction.

SANCTION FOR NONCOMPLIANCE

If the caretaker relative fails to verify compliance with school attendance requirements or to
show good cause, a sanction will be imposed for the next possible month after the 30-day period
has expired. The 30 days begins when Notice X910/A910 is sent.

In situations where the caretaker relative states that the child is not attending school and will not
be attending, a sanction may be initiated without sending the A910. This will generally occur
with teenagers who have dropped out and the caretaker relative has been unable to enforce

attendance.
Volume 111 |Chapter 3 BeyfY



NON-FINANCIAL CRITERIA: SCHOOL ATTENDANCE
\WIRRIRNIIZEE REQUIREMENTS

Revis